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1.0  Introducing MICAS

| 1.1 MICAS Certification

MICAS 1.6e was used as the baseline for the original Certification & Accreditation
(C&A) of MICAS. MICAS 2.0 was used to update the Certification and Accreditation.
Refer to your MAJCOM for the Certificate to Operate (CTO). This certification is based
on the security functions and controls in MICAS and those tools provided with it.

If you attempt to view or edit any MICAS data using tools other than those provided with
MICAS, you violate the MICAS certification; therefore, the correct performance and
security of MICAS cannot be guaranteed. In addition, the use of software tools or
utilities to access MICAS data may constitute a security violation based on your Site
Certification and local Computer Security policies. For more information on MICAS
security features, refer to the MICAS User’s Manual and MICAS System Security
Authorization Agreement (SSAA), Section 6, Trusted Facility Manual.

Installation of MICAS on Windows NT/2000 configured to NTFS is a safeguard to
prevent the following:

¢ Ability to modify/delete MICAS files on the hard drive without being an authorized
MICAS user.

o Ability to access, modify, and/or move selected operational files (e.g., micas.ini)
necessary for MICAS operation.

NOTE: This configuration of windows allows the user to partition the hard drive and limit
access to the hard drive by user authentication (combination of User ID and password)
to authorized MICAS users. The configuration does not stop someone with rights to the
workstation and MICAS from deleting MICAS files, but it does restrict other users from
deleting files.

MICAS safeguards independent of the operating environment include the following:

e Users are required to have a MICAS User ID and password to change any data
within MICAS. Use of an external tool does require a valid MICAS login and
password.

e The password used to login to MICAS is modified during the login by MICAS.
The true password is not what the user enters; rather it is a modified version of
that password. Use of another application (e.g., Microsoft Access) to gain access
to the MICAS database will fail, as the user would not be entering the true
password. This does not keep someone from deleting MICAS files, but it does
keep them from editing the data files.

Mobility Inventory Control and Accountability System (MICAS) Introduction 1
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NOTE: If win NT/2000 is used, the user must be given full administrative rights to the
workstation, or the user cannot perform required functions in MICAS.

1.2 Overview

MICAS is an automated, multi-user system. The system is integrated with Automatic
Identification Technology (AIT) bar code devices intended to allow efficient and timely
management of mobility equipment inventories at each base. MICAS can be installed
on a stand-alone computer with access from only one workstation. The software can
also run from multiple workstations simultaneously in its server configuration. The
database alone may be installed on a server and users can access the database one-
at-a-time through individual workstations. The user is not required to purchase a license
to network MICAS.

MICAS provides user-friendly screens, multiple window displays, on-line help facility,
data lookup capabilities, configured reports, data integrity, and error identification and
correction. General capabilities are provided to:

[1] Identify and define inventory items, system users, inventory locations,
vendors, and manufacturers;

[2] Assign mobility bags and bulk assets to locations and organizations

[3] Track mobility bag status

[4] Produce inventory receipts when issuing;

[5] Produce reports; and

[6] Conduct inventories.

MICAS is designed to address a user community consisting of the local unit, wing,
Consolidated Mobility Bag Control Center (CMBCC), and MAJCOM personnel. The
typical user of MICAS performs tasks that benefit from using bar code technology by
improving productivity, accuracy, and quality of the work. MICAS can be used to
perform tasks such as asset tracking, inventorying, and reporting. MICAS can also be
used to define, schedule, and maintain the results of inspections.

The goal of MICAS is to revolutionize the way mobility equipment is managed. Units will
have Total Asset Visibility (TAV).

1.3 Contact Information

MICAS will continue to be supported by the AF AIT PMO until it is transitioned to
another supporting office. Currently the AF AIT PMO point of contact is Lisa Wagner,
DSN 787-7239, commercial (937) 257-7239, lisa.wagner@wpafb.af.mil.

1.4  First Time Login

After initial installation, refer to Section 1.1, First Time Database Setup in the
Administration Manual to obtain the initial User ID and Password, as well as for
directions on setting up users and control data for MICAS.

Mobility Inventory Control and Accountability System (MICAS) Introduction 2
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Each new user should refer to Section 3.1, Logging Into MICAS for login directions.

1.5  Warranties for Equipment Purchased from the DoD AIT Contract

Regarding equipment purchased from the DoD AIT contracts, there are specific
procedures to follow to obtain warranty repair work or to obtain repairs after warranties
have expired. For the most up-to-date information, consult the AIT contract page on the
AF AIT PMO website at:

https://www.afmc-mil.wpafb.af.mil/HQ-AFMC/LG/LSO/LOA/contract/index.htm.

Users requiring maintenance must contact the vendors via a specific humber and
identify whether the equipment was purchased via a Government contract. The vendor
will need the serial and model numbers so they can confirm whether the equipment is
still under warranty.

The vendors will confirm that the item is under warranty and what type of turnaround
time is available at no charge. For example, Intermec has a two-week turnaround for
their warranty, but can provide quicker service for a fee.

If users do not inform the vendors that they are from the DoD, the vendors will assume
the users are commercial and charge the higher costs. The information in this manual
regarding equipment maintenance may not be the most current. Be sure to consult the
AF AIT PMO website for the most current information and detailed procedures.

1.5.1 Intermec Equipment
Call 1-800-892-7007, option 2.

After warranties expire, users must be sure to tell Intermec that they are Air Force and
that they want a quote from their GSA schedule. Quotes from the schedule are less
than commercial repair costs.

1.5.2 Symbol Equipment
Call 1-877-802-1907.

After warranties expire, users must be sure to tell Symbol that they purchased the
equipment from the AIT Il contract (if they did), and that they want a quote from the AIT
Il contract for repair (repair is available from the Symbol AIT Il contract through 31 July
2009).
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2.0 Using MICAS |

| 2.1 PC Screen Layout |

The following figure defines many of the various features of the MICAS program.

The User ID and
date this user last
logged in will display.

The MICAS NOTE: This is the he Menu Bar provides

version is date of the login prior access to all MICAS he Tool Bar provides the

displayed. to the current functions. quickest access to MICAS
sessiory. functions.
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2.2 Typical PC Screen

A typical MICAS screen is shown in the following figure:

heck box.
Clicking a non-checked box
Sorting Method: Browser Scrollbar. will add a new check.
Clicking on the heading of Can be used to scroll Clicking a checked box will
an item in the list will sort the through the list of data remove check.
list by tl i
Al
- i rop Down List Box.
Ty /2Iicking the arrow will
Data List. i wiiitak by give the list selection.
Controls thml‘of\{ Deseviption: [ARAG -] Sizn Latser: ,2/
data items. 1 Current Lacation: W Size Number: |:l
1B Perm Lacatien: [MEZZEAT -
PAS Ueder. [LOW: 123 RD 'j
1 Seetim: [ALL -] Stums: ncompler |
} Assigned To: [MOSENTHIN, SOWIN, -] e L |
[ feal Number: [—I
1 Cammeniu:
Select Line. E [
Shows which item _t;J DoLL: By: [ —~—1
is selected forthe el | et - 5
task E_ﬁ wepien] Pareni i [0} I:l Flad Kt 1D :] dit.
I sty Lewd | gt Free form entry.

| 2.3 Common MICAS PC Button (Icons)

When the majority of the MICAS functions are first executed, a screen will display
selections for the next operation to be done. This operation is determined by selecting a
menu option or by selecting one of the icons on the lower toolbar. The following list
describes the standard operation icons:

| O Create new data =21 Filter the data list
P Delete highlighted data @ Produce a printed list of the data

(i) Condemn highlighted data |m||| Produce a printed 1D bar code
m Exit the current function [ Produce a printed 2D bar code

=] Saves the specified data _:@'_ Access the MICAS system help

The following list describes additional specialty icons used in the MICAS system:

= Print Hand Receipt §} Add User Login

o Change User password ﬁ Remove User Login
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= Lock User Account &  Unlock User Account
e Ela”gl;;g missing items in Bm  Merge Stock
:§.‘ Run the process fig] Update Expired ltems
‘!i Cancel current operation am Cancel highlighted row
i Complete 5  Update sizes
=3 Copy E] SaveAs
|4 First row in list/report 2 Next row in list/report
4 Previous row in list/report | Last row in list/report
@ Zoom in & Zoom out
= Sort the list/report !.@T. Edit
i Select All Produce Contract/Lot Update
comma delimited file (only select
configurations)
2t Refresh the data list oy Delete Multiple

There will be times when an icon is not available. For example: The Run icon will not be

available when there is nothing selected to run. When an icon is unavailable, it will
appear to be washed out (referred to as “ghosted”). For example, this icon Fisa

ghosted Run icon. Clicking ghosted icons will have no effect.

Mobility Inventory Control and Accountability System (MICAS)
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\ 2.4 Mouse and Keyboard Commands

MICAS supports the standard Microsoft Windows mouse and keyboard command
conventions. Use your mouse and the following keys to select menu items or to confirm
commands.

Keyboard Commands
t Use these keys to select (highlight) a desired item
or L within the browser or a drop down list box.

Tab Use this key to move to the next menu, command
button, or field.

Mouse and Keyboard Actions

CIick% Select\/@ Enter

Click a Scroll down a listing and Enter the requested
button highlight the one you want information

| 2.5  Common MICAS PC Functions

2.5.1 Sorting Lists

Sorting is used to select the sequence in which the data in the data list will display. Data
can be sorted alphabetically or numerically, depending on the sorting criteria chosen.
Sorting is available in most MICAS functions where there is a list.

Clicking on the heading of a list will usually sort the list in the sequence of the column
whose header was clicked.

2.5.2 Using Query

Queries are used to indicate which data is to be included in the data list. Data in the
data list is displayed according to which logic selections have been made.

After the “Query” icon is clicked, the “Query” window appears.
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Left Gperatar Right And(Ox| il
Deseription = 'C-1 BAG And
Ttem Status = "Berviceshls'

" ased?”

‘Mot Ismed'

e Greater Than or Equal To
<= Less Than or Equal To

: == HotEgelTo
I Inalit
: L
4 3 [T | | Y

-
= Greater Than

| 3

Load Query |  save Q"ﬂﬂ/

|

/The logic you
select will be
contained in
the top box.

The list of values that may
be selected will display
(whenever possible).

ress this button if you want to
save the logic listed in the top

box for future use.

Préss this
button to run
this query.

The list of columns that may
be used as filters will
display. This list will vary
depending on which set of
data you will be filtering.

The operators
that may be
used will

Press this button if you have
already defined a filter to use
and you will be asked to pick
one of the saved filters.

When you first click the Query icon, this screen will appear (with no logic included in the
top box). The cursor will be located in the top Left column. You may either enter the
name of the field or click the desired field name found in the bottom left (Columns) box.

The cursor will then be moved to the Operator column. You may either enter the
operator to use or click the desired operator found in the bottom middle (Operators) box.

MICAS will attempt to give you a list of possible values that may be selected. When a
field name is selected from the bottom left (Columns) box, MICAS will determine if a list
of possible values may be shown in the bottom right (Possible Values) box. For
example, when you click the /tem Status in the Columns box, you will get a list of entries
including Serviceable, Unserviceable, Incomplete, etc in the Possible Values column
(see example below).

Mobility Inventory Control and Accountability System (MICAS)
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S|

Left Operator

Right

Item Status

Amuo;:| fl

Equal

Greater Than

Less Than

Greater Than or Equal Ta
Less Than or Equal Ta

Possible Values

serviceable
Unservicesbls
Suspended
Incomplete

== HotEqulTo
T InaListof

1 I

Load Query | | Save Query |

2.5.2.1 Saving a Query

When you click <Save Query>, Micas will review the defined query, and if correct,

display the following screen:

T

Query Nae: |

x|

Enter a name for the query and click <Save>.

2.5.2.2 Loading a Query
A list of saved filters will display.

" Select Query

_

Exiaiy Nt \

Created By

LastHidated |

IIssued chags

OK Camcel

edwards, kaven, 1 /812002 11:42:41

ighlight the selected
query.

o delete the highlighted
query, click the Delete
button.

o retrieve the highlighted
query, click the OK
button.

Mobility Inventory Control and Accountability System (MICAS)
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2.5.3 Using Delete

The Delete process is a three-step process that is common throughout the MICAS
system:

1. Highlight the line item you want to remove.

2. Click ‘&

3. Confirm your deletion by clicking <Yes>.
2.5.4 Using the Help Function

The ? function provides context-specific assistance related to MICAS functions. The
Help icon is always available in MICAS.

Access the Help feature by clicking 9 .

2.5.5 Printing Bar Codes
When you select to print a bar code, several actions might occur.
1. If your Bar Code Configuration Options (see Section 2.1.2.1 and 2.1.2.2 in the

Administration Manual) have been set to Auto Print for the type of bar code being
produced, the bar code will be printed and no input will be required.

2. If your Bar Code Configuration Options have been set to NOT Auto Print, a screen
similar to the following screen will appear:

(e S L Trefoderdefined in e
Configuration Options will
Folder containing BE Fomat. Il;:\m.icas\hc_]ahel\ Browse display, but may be changed.

Basxods Formai Name | ___—The list of label formats stored in
ILarge ntermee Stock the folder will display. Click on the
[Large Zehra Stock one to use and its name will be
mall Internec Stock placed in the Bar Code Format
mall Febra Stack Name.

4] i Enter the name of the Bar Code

| — Format to be used. The format will

et 1 ] [T — default to the format specified in the
| Large Zehra Stoc Configuration Options but may be
ToPunter: [ Zehra £4000 3008pi | changed.
——— | . .
—Enter the name of the Printer on which
Lanoet the bar code is to print. The printer will

default to the printer specified in the
Configuration Options but may be
changed.
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] 2.6 Common Data Entry Boxes |

2.6.1 Locations

In all places where entry of location is requested, a drop-down arrow will be visible to
the right of the field. Clicking this arrow will bring up the Select Location window.

£% Select Location | x|

e Highlight the PAS Code for the
[Pos Codes N [ Sections 0 S location required.

[Fi62: SUPPLY New Location: : Highlight the Section of the
| PAS Code for the location

[KGo:2as Locatinns — D required.
[KGT: 43 MXS 0401 — 5|
ng:afé:: igigi T The list of locations for the PAS

TRy SQUAI 0A.04 and Section will display. Highlight

INPF: MEDICAL SUPPOR - T0A05 the required location.
[NTG: MEDICAL OPERAT 104-06

0G: 23 OP5 GROUP___ i0s07
[RSQ: 23 MXS 0208
L —] _L[ZI 4] il | A0 /’j._/Click <OK>

2.6.2 Contract/Lot Numbers

2.6.2.1 Selection of Contract/Lot From List

In places where entry of Lot or Contract Number is requested, a drop-down arrow will
be visible to the right of the field. Clicking this arrow will bring up the Select

Contract/Lot window. - This list will contain all the Contract Numbers for the specific
Nomenclature.

# Select Contract/Lot x|

LOT —Highlight the line containing the Lot and
Contract Number.

ATEST FOR KLE

MST001004
MST001006
BSTOI007 N | —  Click <OK>.

2.6.2.2 Manual Entry of Lot and/or Contract

If the Lot/Contract Number combination is not already defined for the Nomenclature, the
following message will appear asking if the new combination should be added to the list.
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Add new Lot /Contract i 'll

9/ This lotfcontract combination Is not defined. Should wie add it to the list?

\-‘

fes Mo |

Click <YES> and the entry will be added to the Contract/Lot list.
Click <NO> and the entry will not be added.

Lot Numbers will be stripped of all special characters and limited to 30 positions.
Contract numbers will be limited to 13 positions, also with no special characters. All
places where you manually enter the contract number are masked so that you do not
need to enter the dashes.

NOTE: All Lot and Contract Number data manually entered (i.e., not selected from this
list) will be automatically converted to uppercase.
2.6.2.3 Entry or Selection of Unserviceable or Suspended Contract

If the Contract/Lot Number combination is not Serviceable, the following message will
appear asking if the combination should be assigned to this asset.

Bad Lokt/Contract x|
1 E The Lobf{Contract combination For this item has heen marked as LINSERVICEABLE! Do o skl wish ko Lse iE?
.
Yes | Mo I

Click <YES> and the combination will be assigned to the asset.

Click <NO> and the entry will not be assigned.

2.6.3 PAS Codes and Sections

In all places where entry of PAS Code or Section is requested, a drop-down arrow will
be visible to the right of the field. Clicking this arrow will bring up the PAS/Section
Selection window. This list will contain all the codes available based on System
Privileges.
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X
Current PAS/Section: | Highlight the PAS/Section
New PAS/Section: [5A: SYSTEM ADMINSTRATOR:ALL ¥ Wiew All combination.
—
PAS CODE [ SECTION NAME cess
/mzu/ l B
L08: HQ o |
L09: CLINIC ALL 3
LOW: 123 RD ALL cd
L1B: HOT SPRINGS ALL 52
PHD: SECURITY POLICE ALL 2
Sa: SYSTEM ADMINSTRATOR Click <OK> to accept the
SPG: SUPPORT GROUP All |2 selection.
Y: TDY personmel All jca
ST ENGENERRING ALL ] = Click <Cancel> to cancel
1] the action.

Notice the “View All” checkbox in the upper right corner. If this is unchecked, you will

only see PAS codes to which you have access. If you check this button, you will see all
PAS codes.

NOTE: If you select a PAS code to which you do not have access, you may not be able
to view the asset, location or personnel you just assigned to this PAS code.

2.6.4 Entry of Dates
Dates are entered into MICAS in the format dd-mmm-yyyy where dd is the day, mmm is
the abbreviated month, and yyyy is the year including century.

For example: 24-JAN-2002 is the 24" of January, 2002.

2.6.5 Date of Manufacturer

If shelf or service life data has been entered for the nomenclature, entering a
manufacture date will automatically generate an expiration date.

2.6.6 Expiration Date

An expiration date is calculated as the number of Shelf/Service Life days after the Date
of Manufacture.

The only exception to this rule is when an expiration date is entered for the Lot or
Contact of the Nomenclature. When this data is entered, it automatically overrides the
date calculated based on the Date of Manufacturer.

| 2.7 Bar Code Types

Throughout MICAS, scanning of bar codes may be performed in place of data entry.
When using the serial scanners, the system expects Data Identifiers (DI) to be included
in the bar code.
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2.71 Linear (1D) Bar Code Types

The following table lists each linear (1D) label that may be scanned in MICAS, the Data
Identifier expected for that label, and where in MICAS you can go to product that label.

Bar code Type
Location ID

DI expected
20S

Where in MICAS this label is produced
Standard label printed from the Location screen

Kit ID

208

Standard label printed from one of two places:

1. Kit screen
2. Receive Bags screen

Kit Type

52

Non-standard label that may be printed from the same places
where the Kit ID label is produced. Producing this type of bar

code requires that you create your own label format in the Bar
code Wizard and use this format when printing the label.

Seal Number

13S

Non-standard label that may be printed from the same places
where the Kit ID label is produced. Producing this type of bar

code requires that you create your own label format in the Bar
code Wizard and use this format when printing the label.

Item ID

20S

Standard label printed from one of two places:

1. Stock screen
2. Receive screen

NSN

Standard label printed from the Nomenclature screen

Serial Number

Non-standard label that may be printed from the same places
where the Item ID label is produced. Producing this type of bar
code requires that you create your own label format in the Bar
code Wizard and use this format when printing the label.

Lot Number

1T

Non-standard label that may be printed from the same places
where the Item ID label is produced. Producing this type of bar
code requires that you create your own label format in the Bar
code Wizard and use this format when printing the label.

Contract Number

8K

Non-standard label that may be printed from the same places
where the Item ID label is produced. Producing this type of bar
code requires that you create your own label format in the Bar
code Wizard and use this format when printing the label.

DOM

6D

Non-standard label that may be printed from the same places
where the Item ID label is produced. Producing this type of bar
code requires that you create your own label format in the Bar
code Wizard and use this format when printing the label.

Quantity

7Q

Non-standard label that may be printed from the same places
where the Item ID label is produced. Producing this type of bar
code requires that you create your own label format in the Bar
code Wizard and use this format when printing the label.

Unserviceable Reason

3Z

Non-standard label that may be printed from the same places
where the Item ID label is produced. Producing this type of bar
code requires that you create your own label format in the Bar
code Wizard and use this format when printing the label.

Condition Code

2R

Non-standard label that may be printed from the same places
where the Item ID label is produced. Producing this type of bar
code requires that you create your own label format in the Bar
code Wizard and use this format when printing the label.

Part Number

9P

Non-standard label that may be printed from the same places

Mobility Inventory Control and Accountability System (MICAS)
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Bar code Type Dl expected = Where in MICAS this label is produced

where the Item ID label is produced. Producing this type of bar
code requires that you create your own label format in the Bar
code Wizard and use this format when printing the label.

User ID 7Z Standard label printed from the Personnel screen

ID Card linear Bar None Standard linear label found on the back of the Personnel ID
code Card or CAC.

SSN 2H Non-standard label that may be printed from the same places

where the User ID label is produced. Producing this type of bar
code requires that you create your own label format in the Bar
code Wizard and use this format when printing the label.

Last Name 112 Non-standard label that may be printed from the same places
where the User ID label is produced. Producing this type of bar
code requires that you create your own label format in the Bar
code Wizard and use this format when printing the label.

First Name 127 Non-standard label that may be printed from the same places
where the User ID label is produced. Producing this type of bar
code requires that you create your own label format in the Bar
code Wizard and use this format when printing the label.

YES 10Z Non-standard label that may be printed from the General
Purpose Labels function. Where specified, this label may be
scanned instead of clicking on a Yes button.

NO 10Z Non-standard label that may be printed from the General
Purpose Labels function. Where specified, this label may be
scanned instead of clicking on a No button.

OK 10Z Non-standard label that may be printed from the General
Purpose Labels function. Where specified, this label may be
scanned instead of clicking on an OK button.

DONE 10Z Non-standard label that may be printed from the General
Purpose Labels function. Where specified, this label may be
scanned instead of clicking on a Done button.

CANCEL 10Z Non-standard label that may be printed from the General
Purpose Labels function. Where specified, this label may be
scanned instead of clicking on a Cancel button.

REFRESH 10Z Non-standard label that may be printed from the General
Purpose Labels function. Where specified, this label may be
scanned instead of clicking on a Refresh button.

NOTE: The Data Identifiers make these labels fit in the standards specified for bar code
labels. Eventually, there will be no need for you to produce many of these labels using
MICAS. Instead, the bar codes will be produced elsewhere and used in MICAS. For
example: the Lot Number bar code will already be marked on your assets as they are
received.

2.7.2 PDF 417 (2D) Bar Code Types

The follow table lists each 2D label that may be scanned in MICAS and where in MICAS
you can go to produce that label.

Bar code Type Where in MICAS this label is produced

2D Stock/Lot Produced from the Stock or Receive screen.
Part-ltem Label Not produced in MICAS. Found on individual assets (in those cases where the
manufacturer is already marking the asset).
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Bar code Type Where in MICAS this label is produced

2D Location Asset | Produced from the Location screen containing all assets stored at that location.

2D Personnel Not produced in MICAS. Found on the back of the ID card.
2D Kit Produced from the Kit screen.
Pallet Label Not produced in MICAS. Found with the palletized assets as they are received (in

those cases where the shipper is already marking the package)

2D Kit Shipment Produced from the Shipment screen.

2D Bulk Shipment | Produced from the Shipment screen.

Package Label Not produced in MICAS. Found in the packaging material of assets as they are
received (in those cases where the shipper is already marking the package)
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|3.0 PC Functions

| 3.1 Logging Into MICAS

To access the MICAS system, you have several options:

¢ Select MICAS from the Start/Programs menu.

OR -

¢ Double-click the MICAS.EXE file. This file can be found in the C:\MICAS directory if

your installation was standard.

Upon running, the following screen will display:

Enter the User Name
_ | — assigned to you by the

System Administrator.
User Name: | —
Password: I
\
‘. . [ Enter the Password
u @\% you've assigned to your

micas Yersion 2.3

account.

Click <OK>

NOTE: If you've indicated that the Rollup Database may be accessed, the following
login screen will appear:

micas ¥ersion 2.3

UserName: |
Password: [
micns o

+ MICAS " MICAS Rollup

Notice that the only difference with this screen is the presence of database selector
buttons.

Mobility Inventory Control and Accountability System (MICAS) PC Functions
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When the application is loading, a screen may appear very quickly (In most cases, the
screen will appear and disappear so quickly that it will not be visible). The screen
displays with messages telling you what step is being done.

¥ Login Complete |

Loginis Complete. Checkingto seeif
Contract/Lot Update should be done.
Please Wat

Occasionally you will be asked a question while this screen is visible. This screen is a
normal part of the Login process, which simply provides information.

When the application is finished loading, the confidentiality statement will appear.

After reading, click <OK>. The MICAS main window will display.

When logging into the system, the following are several messages that may appear:

3.1.1 Invalid Login Attempt Message

micas Yersion 1.6c - Last Upgrade 0870272000 E

\:!-E) ifiealid login attempt.. Please by again,

This message will appear in one of two situations:
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1. When an invalid User ID is entered.
2. When a password is not valid for the User ID entered.

Click <OK>, and then try entering the User ID and Password again.

3.1.2 Invalid Final Login Attempt Message

micas Yersion 1.6c - Last Upgrade 08/0272000

\ir) Irvalid final login attempt, login failed and account locked,

This message will appear after three unsuccessful login attempts. This message
appears to tell you that there were three strikes and now the user account is locked.
The user account can only be unlocked by users with System Administration privileges.

3.1.3 Update Frequency Past Message

7 Thie last time vou were asked to chieck for updates fo MICAS was an DB/05/2000,
i ! |t i time to check again.

Wowld you ke to check the web for updates o your MICAS instalstion?

This message will appear to tell you it's been a while since you last checked the Internet
for an update to the MICAS system. In the message, the date last checked would
appear to let you know how long it has been.

Click <Yes>. The following message will appear:

Upgrade Process B

/ IF = fiew versian is faund, i will aulorhatically be installsd o your somputer. (ks unlikely that erars will aceur But if they
/1 do, you miay nieed to estore from backup. '

Have yau dane a backip.of the MIEAS spstem in case any sior

Yes |

Click <Yes>. MICAS will check to see if an upgrade to the MICAS system can be found.
The system will first look in the download directory defined in Configuration Options
(see Section 2.1.1.3 of the Administration Manual) to see if a more recent version has
already been downloaded. If one is found, it will automatically be installed.
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NOTE: To install an upgrade using a file received some way other than the Internet
(such as via e-mail), simply place the upgrade in this download directory, and then run
the upgrade.

If a more recent version is not found in the download directory, MICAS will go out to the
Internet to see if a new MICAS upgrade is available. If it is available, the upgraded
version will automatically be downloaded. When a recent download is found in your
download directory or the download is complete, the following screen will appear:

[WinZip Selt xtractor [20001002EXE] K
To urizip all fles in 20001002 EXE to the specified Unzip
lalder press the Unzip buttan, - =
Unzip To Folder: R WirZip

A2 Close: |
IV Overrite Files Without Promgting
Drveiipnte File: . ; About I
Help [

@ Mign Mak Computing. Ine. i winzin, cam

Click <Unzip>. The new version will be installed.

NOTE: You can force the download process to happen by double-clicking the MICAS
logo on the Login screen.

WARNING: When new versions are installed, MICAS sometimes
requires temporary disk space to apply the changes. Make sure you
have anywhere from 2 to 3 times the database size in available disk
space before starting the update.

NOTE: The database size can be determined by looking at the size
of the C:\MSSQL7\DATA\MICAS_Data.MDF.

3.1.4 Contract/Lot Update Message

The first user logging into the MICAS system each day will get a message asking if the
Internet should be checked for an update to the Contract/Lot tables. One of two
messages will appear, depending on the amount of time that has passed since the last
time this process was run.

If less than 15 days have passed, a message similar to the following will appear.
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Lot/Contract Update Frequency Past 5]

The last time you were asked bo check for updates to the Lot and Contract lists was on 11j05/2002,
! It is time: to chieck again,

Wauld ou like to checkthe webi for updates?

Yes I Mo l

If 15 or more days have passed, a message similar to the following will appear:

STOP!!

You last checked for Lot/Contract updates on 03-Oct-2002.

It's been 60 days since you last checked!

These updates ensure you have the correct status assigned to assets.
Removing the chance of sending bad assets to the field is critical (especially
to those who are deployed with the equipment)!

NOTE: If you do not have internet access, refer to section 3.1.4 of your Users Manual
for directions on processing this data when received via e-mail.

Do you want to check the internet now?

Regardless of the message format, click <Yes>. The following message will appear:

Lot/Contract Update Process L '_\'l

' If & new update is found, It will autoratically be installed or your computer, Ttis unlikely that errors will occur, But i
they do; you may need to restore from backup,

Hawe you done & backup of the MICAS database in tase any error ocourst

Yes | No I

Click <Yes>. MICAS will check to see if an update to the Contract/Lot data can be
found. The system will first look in the download directory defined in Configuration
Options (see Section 2.1.1.5 of the Administration Manual) to see if a more recent
version has already been downloaded.

NOTE: To install an update using a file received some way other than the internet (such
as via e-mail), simply place the update in this download directory, and then run the
update.

If a more recent version is found in the download directory, it will automatically be
applied to the database. If a more recent version is not found in that directory, MICAS
will go out to the Internet to see if a new Contract/Lot list can be found. If one is found, it
will automatically be downloaded and applied to the database.

Mobility Inventory Control and Accountability System (MICAS) PC Functions 21



MICAS 2.3 User Manual PC Functions

As the change is applied, a screen will appear counting the number of updates. This
screen is for information only. When done, MICAS will present the following report:

.‘Results Reports ; Contract Lot Update = EIIEI
3 e K -7 T by L)
| & &= || W 4] 1 ofg P M oE | E R | Erystal oge
Preview |
.
Contract/Lot Autematic Update Report Page 1ot &
micnas
LEL] contact Let mE hlg ondien Code Meocags.
w1 1821 Moot Gltimor Sk - g
szicai11ezz1s maToa1ool QD0 Senkrab ® Upekel

240011192315 maToo-0a2 oinn-2003 mieeable A Upelated

240011152315 METOaICoT ainn-2003 wkeablk s ek
20011152315 nET01-00s DInI03  Serkeshi A Upedaied)

240011197315 meTman il 11-03 micsabe A Upetaer

24001 1182315 METoO-0 Bid11-2003 wizable = el
1240011182315 BET0aR012 Ol-Jui-2003 iceable & Ul
240011192315 MTORCS oi~ni-2003 mieable A Upelated
i2i0011 122215 [ ] DIn-2003  Servkeabl A Uphaed

120011187315 METoeeaL [T iceable i Upelatect

i20001 1197315 meTooaen Bi~ 1103 misabl A petaen

izina1 1 18z31s METm-EE LT vheab - Upsey
1240011182315 BaTOn-0 ol-u-2003 it able » Upelaed
1240011152315 METHI00403) Gian-2003 mieable . Ut

i240011 152315 BETHI 000054, DIn03  Servkrabl A Upehaked

1200011150315 BTN Ginlni-2003 Hkeable A Upelated

4001 1152315 METSIFCoS-024 Gil1i-003 wiceabie - et

120011182315 METHIG0E0T Bi-dni-2003 vhaabk & Upsiated
1240011182315 METHIACOT-003 Qi~dni-2003 miessble # Upslated
24001182315 METERA007-055 oialn-2003 mieable . Ut
1240011182315 METRET 065 [INTTS" = . B Upelated

240011157315 FFTEECD o0z 1112003 e able - Upelsec]

24001 1 152315 RFTS| 002038 G1d1i-2003 wieabk - s

124001 1182315 RFTERCOO2E ST ks - psed

TR YRE YIRS YN R YU NN R R RN YR

240011192315 RETS2004-011 oi~n-2003 mieeable A Upelated -

This report provides a list of any updates or errors found during the update process.
This list consists of exceptions only. The Lot and Contract numbers that are already in
your database and were not changed by the update process, will not be on this report.

The Message column will contain one of the following messages:

Message Description of Message

ERROR: NSN Not defined The NSN shown on the report is not yet defined in your database.
Because the NSN is not in your database, the update could not be
applied.

Added The Lot or Contract Number shown on the report was not already in

your database so it was added.

Updated The Lot or Contract Number shown on the report was already defined
in your database, but either the status or DOE was changed by this
update.

ERROR: Not received via The Lot or Contract Number shown on the report was NOT received

Internet Update as part of this update, but was manually entered into your database

by one of your users. This could indicate that the entry was incorrect
and should be checked.

ERROR: nnn entries in STOCK Where nnn is a number. The Lot Number shown on the report was
table but not in Contract/Lot List | not received via the Internet update and is not defined in your
Contract/Lot table for this NSN. However, the Lot Number is assigned
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Message Description of Message
to a quantity (indicated by nnn) of stock. This could indicate that the
entry was incorrect and should be checked.

Click <Print> to send this report to the printer. When you're finished reviewing the
report, click <Done>.

WARNING: If an update is found, it will apply the changes to your
system. It is unlikely that an error will occur but if one does occur,

you should be sure to do a backup of the MICAS database PRIOR to
running the upgrade.

3.1.5 Password is Expiring! Message

Password is expiring! O T x|
{ i Your MICAS password is expiring, ¥ou have 3 logins left-on this password before you will be locked out. Please

change wour password immediately!

This message will appear when it's time to change your password. When this message
appears, click <OK>. Once in the MICAS system, access the function for changing your
password.

3.1.6 User Account Locked! Message

Uszer Account Locked! E

L L) Your MICAS account has been locked. Please contact you system administiator for access|

This message will appear when you attempt to log into the MICAS system with a locked
User ID.

The User account can become locked in one of two ways:

1. The password expired and you did not change the password in the three
attempts since expiration.

2. Login was attempted with the User ID, but the password was invalid for three
consecutive tries.
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When you receive this error message, you will not be able to access the MICAS system
until your System Administrator unlocks your account.
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\ 3.2 Changing Your Password

To access the MICAS change password function, you have two options:

1 Select File from the MICAS main

menu. -OR-  Click the ®™ toolbar icon.
2 Select Change Your Password.

The following screen will display:

Change Pazsword

User Id: |Kle

New Password: |

Confirm Password: |
Current user: kle

NOTE; Fasswords must contain at least 8 charaeters and muyst
consist of at leist one from each ofthe following categories:
UPFER CASE ' '
lower cage
Dumber (e, 0-
Specisl Chatacter (e, =L@ H LY, ete)

(aneel |

Your User ID will display. To change the password, enter the following:
1. Enter New Password.

2. Enter the same value entered for New into Confirm Password.

3. Click <OK>.

The New and Confirm passwords will be compared. They must match exactly. If the
passwords are not identical, you will receive an error message.

The requirements for password format are listed on the screen and must be followed
when deciding on a new password.
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| 4. After changing your password, you will receive the following message. Log out of ~ «- - - { Formatted: Bullets and Numbering |
MICAS and back in before continuing.

Password Changed AN 5‘

3 } Passiword change was successtul,

You should log-out and back in before continting,

3.2.1 Warning About Changing the SA Password

If you followed the standard installation of MICAS and are running MSDE, this section
does not apply to you.

This section only applies if you have installed tools such as Microsoft Enterprise
Manager to allow you access to the database server OR if you have MICAS installed on
a database server that also services other databases.

Starting with version 1.6e of MICAS, the password you assign in MICAS is not the
password used to access the database server. Changing the password for the System
Administrator user in MICAS will prevent you from connecting to the database server
using other tools or accessing other databases serviced by that server.

Before changing your System Administrator password in MICAS versions 1.6e or after,
perform the following steps:

1. In Enterprise Manager, create a new User ID and Password for the database server.
This user will not be a MICAS user, but rather a database user. The new user must
be given the same capabilities as the System Administrator user.

2. Change the System Administrator password in MICAS.

3. Access the database in Enterprise Manager using the new User ID. Once you've
accessed the database, change the password for the System Administrator user
back to the default.

NOTE: 1.6e provided you the capability to give other users System Administrator
privileges. Accordingly, you should rarely (if ever) need to log info MICAS using SA.

NOTE: Microsoft Enterprise manager is not a required component of MICAS. The sole
purpose of this section is to assist those MICAS users who have purchased the full
MSSQL product.
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‘ 3.3  Stock Functions

3.3.1 Receiving Stock

This function allows you to receive mobility equipment assets from backorders created
through the Orders function. It also allows you to enter into MICAS quantities of assets
that are already on-hand. All shelf/service life data including contract numbers, lot
numbers and manufacture date may be entered during the receiving process.

To access the Receive Stock function, you have two options:

1 Select Inventory from the MICAS

main menu. ~OR- " Click the @ toolbar icon.
2 Select Receive.

3.3.1.1 Receiving from Orders

To receive assets on Backorder, the Backorder must have been loaded in the Order
function. Loaded orders will be listed on the “Receive from Orders” tab.

Select the order from the uboer window

Receire IRacsiva Fs E ived | When an item is selected in the top box, items

FROM CMBCC may be listed.

_[/ Enter the current quantity received in the
Femenclabery T S S lower window far right column. Partial or
fovertest GVOEBVO 521K A b | entire quantities may be entered.

NOTE: If the total quantity received consists of several different contract numbers, lot
numbers, and manufacture dates, it is advisable to receive these assets in like groups
as partial quantities.

Once quantity data has been entered, proceed directly to the “Stock Received” tab.

3.3.1.2 Receiving Already On Hand

The Receive From Nomenclature tab allows you to receive assets that are already on-
hand. This feature is intended for the receipt of groups of bulk assets. It is
recommended that assets be received in groups with the same service/shelf life data.

backordered against that order number will be
reflected in the lower window. Depending on
FROM CMBCC WEST the type of order, more than one nomenclature
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o

Receive From Ordsrs. Receive From Nomenclatures | Stock Recerrad |

| ——You may enter the NSN

; —
il —— or scan the NSN label and

Total Received  Curvent QtyRovl [~ the nomenclature list will

Bag Waterpruof Maslk T be scrolled to this NSN.

Belt Eyuipment LRG

[Belt Eyuipment LRG (o

Beli Equipment MED o

[Belt Eyuipment MED (old)

R s \

Block L INIM —

od;m:?::m,f,, E I Select the type of asset to

Bolt AssyM-16 ] \ be received from the

[Boot ECW Bunny 10N \ nomenclature list by

[Bost EERY Hany 108 clicking on it.

Boot ECW Bunny 1L0W

Boot ECW Bunny LOXN o

Boot ECW Bunny 10XXW )

nniECWBmi 11N E nter the quantity that you

Booi ECW Bunny 11R o wish to receive in the

Boot ECW Bunny LLW P =l “Current Qty Recd” column

NOTE: You may receive multiple quantities of the same asset with different data
information such as contract, lot or DOM. To accomplish this, enter the quantity of the
first group and toggle over to the “Stock Received” tab. This action will give the group its
own data entry line. Toggle back to the “Receive From Nomenclature” tab and repeat
the process for any additional groups.

3.3.1.3 Bar Codes That May be Scanned Via Serial Scanning

The following bar codes may be scanned using a serial scanner when receiving assets
(see Section 2.7 for the definition of bar code type):

Bar Code Type What happens when scanned

2D Stock/Lot The Stock Received tab becomes visible and all stock in that bar code will be loaded.

2D Location The Stock Received tab becomes visible and all stock in that bar code will be loaded.

Asset

2D Bulk The Stock Received tab becomes visible and all stock in that bar code will be loaded.

Shipment

Part-Item The Stock Received tab becomes visible and all stock in that bar code will be loaded.

NSN The nomenclature list will be scrolled to the NSN scanned.

Contract The contract of the highlighted row will be filled with the scanned value.

Lot The lot of the highlighted row will be filled with the scanned value.

DOM Thle I?atedof Manufacture of the highlighted row will be filled. When this is done, the DOE may be
calculated.
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\Bar Code Type What happens when scanned

Serial The serial number of the highlighted row will be filled.

Location ID The location of the highlighted row will be set.

NOTE: These bar codes must contain the Data Identifier (DI). If the DI is not included in
the bar code of these labels, the label will be unrecognizable to the serial scanner.

3.3.1.4 Entering Data about Received Assets

Once the nomenclature received has been specified (either by Backorder, by
Nomenclature, or by scanning 2D label), you are ready to enter unique information
about the assets received.

You will see a data entry line for each group of assets you specified in the Stock
Received tab. A screen similar to the following will display:

[T ~loi ]

Becan Frim Cntons | 2 P Smek Reeehved |
[ Primt 1D Barcodes Whem Accept
Accept Recebeed bems 45 o Bl himi i, | Delete Mighlighted Rows

MNemenclature Qty _ Location ContractNo Lot Numher Do
[—E] | 0] =1 =l =lnn- -pa
| | |

Tirems Reerbved: Hegrini 1D Barcode
lirm I linm Lecal 1D [ Qty  Lacalion Manufacty
| i |

There are numerous data fields shown on this screen but the only mandatory field is
location. Clicking in the Location field will bring up the location selection box. Select the
desired location for each line. Only one location may be selected per line so make sure
assets are going to the same location.

3.3.1.41 Repeating Data

After you have entered data in any fields, MICAS will ask if you wish to repeat this data
for all lines below. This is helpful when receiving assets that may have different
Contract/Lot data but also have common data such as location and manufacture date.

Duplicate Data _ i JE=|
i:\o’) ‘Would you lke to repeat this change for the remaining rows where this column Is empty?
o |
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Click <NO> - Only the line you entered will be adjusted.

Click <YES> - You will be asked if you want the copied data to be applied to like items
only.

5
i\‘\.’) ‘hen copying the entry, should the walus Input be copied only For. like items?
o

Click <NO> - Your entry will be copied to all lines below the entry.

Click <YES> - Your entry will be copied to all lines below the entry with a matching
nomenclature.

NOTE: See the Common data entry boxes section in this manual for some of the data
entry considerations.

3.3.14.2 Accepting Received ltems

After all data has been entered about the received item, the entries can be saved.

(IS =lmi=
Biresiwe From Cridaes | Hrerivn From Homenelatuses Stock Recedved |
I PARTTI Bareelss When AEeepT If tem ID bar code labels are desired for
Prink 20 Hareadn Sor Highlighind Ko | Deleis Wghighid Rows | each asset, click to place a check mark in
Contract No Mumber DO the box.
= | Zpo- oo

If no labels are desired, leave box empty.

ol | | \cnck the Accept Received Button.

Hims: Rmenbend: Reprint 10 Barcode

Hem I Tient Lacal ID ¥ Qy  Location Manufacty

Once the receive process completes, the upper window will clear. Received assets will
appear in the lower window.

NOTE: /tems are now in stock. Any additional editing or quantity changes must be done
through the stock function

3.3.1.4.3 Canceling entry of Received ltems

If you decide not to complete the receiving process for some assets, you can highlight
rows that you do not want to receive, and then click the <Delete Highlighted Rows>
button.
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Recsten From Cirdera | Rncesvn From Homrmelatiens Shfklhnhell
I~ Print 1D Barcodes When Accept

=loi x|
,__—— Click the Delete Highlighted Rows

Button.
i e Frint 2 Bareodn for Highlighind Hows | SEEREY i
|N--nr_lm Lacation Comtract Me Musiiber oo
fCanister C.2 | 10| = =l - 00t
| | |
[T, - —. Reprint 1D Barcede
[tem I Tient Lacal I o Qy  Location Manufacty
| |

Removing these entries will keep these entries from being added to the Stock table; it
does not remove any entries already contained in the Stock table.

3.3.144 Printing 2D Stock/Lot Bar Code

You may print any quantity of 2D Stock/Lot labels for the assets just entered. To
perform this action, highlight the rows for which you want labels produced, and then

click <Print 2D Bar code for Highlighted Rows>.

Recsten From Cirdera | Rncesvn From Homrmelatiens Shfklhnhell
I~ Print 1D Barcodes When Accept

algll
____—— Click the Print 2D Bar Code for the

Accept Received ltems T S| Delets Hig Torws Highlighted Rows Button.
|N--nr_lm Lacation Comtract Me Musiiber oo
fCanister C.2 | 10| = =l w00 000
| | |
Hinsms: R Reprint 1D Barcede
[tem I Tient Lacal I o Qy  Location Manufacty
| i |

When this button is clicked, a screen similar to the following will display.
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“to Print’ i . Nomen MNSN Contraci
Qcanisterc2  bgoouizais [ |
4] 2

Each row highlighted will be included in this new list. Since you may not want to print
one 2D bar code for each asset received, but rather for a group of the assets, the
quantities entered on the previous screen will display but may be changed. One label

will print for each quantity you specify here.

3.3.1.5 Creating a New Location Within Receive

If you find that the location has not been defined prior to beginning the Receive

Process, create a new one.

Clicking the W icon on the lower toolbar will load the following screen:

ﬂ' Add Location N

X

Level 1: ||

Level 2: |

Level 3: |

Level 4: |

Location Type: |Warehouse Location

PAS Code: |

Section: |

|
.-;.
=l

Issue Location? ® Yes © MNo

Status/Comments:

Cancel |

Enter the data about the location, and then click .
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3.3.2 Receive Stock Wizard

The Receive Stock wizard will guide you through the process of Receiving Stock assets
into MICAS.

To access the Receive Stock Wizard, you have two options:

1 Select Wizards from the MICAS
main menu. -OR -

. B .
2 Select the Receive Stock Wizard. Click the B toolbar icon.

Are you receiving stock from a back order or are you receiving stock already
on hand?

" Back Orders - Click here if you are receiving stock based on entered Orders.

" On Hand - Click here to receive stock already on hand.

As with the primary receive function you may receive from backorders or
nomenclatures. You are, however, restricted to receiving one order at a time. In other
words, all data for received assets must be the same.
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Lot/Contract |
Sertal Frumber: | Quiantity Recerred: ||
Cortract: | Ll
Lot | _-v_]
DOM: [00- 0000
poE: [ o
Unserviceahle Reason: | =l

Condition Cade: IA-ISSUAELE WITHOUT QI ALIFICATION _vJ

<Back | Newts | Cancel |

Follow the directions on each screen to enter all desired data. If mandatory entries are

not made, MICAS will generate a warning.
Finish |
The Stock will be created after the Finish Button is pressed. Check

to be sure the data you provided is correct prior to pressing this
hutton.

Cancel |

When you reach the final screen and click <Finish>, the stock will be received into the

system.

3.3.2.1 Bar Codes That May be Scanned Via Serial Scanning

The following bar codes may be scanned using a serial scanner when in the Stock

Wizard (see Section 2.7 for the definition of bar code type):

Bar code Type = What happens when scanned

Location ID Will scroll the visible list to the location scanned.
Serial Will fill in the serial number.
NSN Will scroll the visible list to the NSN scanned.
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Bar code Type

Contract

What happens when scanned

Will fill in the Contract number scanned.

Lot

Will fill in the Lot number scanned.

NOTE: These bar codes must contain the Data Identifier (DI). If the DI is not included in

the bar code of these labels, the label may be unrecognizable to the serial scanner.
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3.3.3 Stock Maintenance

All assets loaded into MICAS are tracked in the Stock function regardless of location or
status. For MICAS purposes, “Stock” refers to ALL assets whether they are located in
bags/kits or in storage locations. You can edit asset data, condemn or delete assets,
print item labels and run unique Stock reports from this function.

To access the MICAS Stock Maintenance function, you have two options:

Ird Select ltems from the MICAS

| main menu. -OR- - = :
2 Select Stock. Click the toolbar icon.

3.3.3.1 Equipment Type/Nomenclature

(e =il
Fquipment Types/Nomenclature | e | Scan Item Barcode: View Disp/TO/Tssue? [
i_ ip Type v 1 NSN. [Size Letiex Size Number
|
[Belt Equipment LRC [B465013221966
Belt Belt Eyuipment LEC (214} 465011200675  LARGE
Belt Belt Equipment MED 465013221965  MIED
Belt Beli Equipment MED (o1d) 465011200674 MED
[Boot ECW Boot ECW Bunny 10 B4I0006555554 oy
jBoot EC'W Boot ECW Bunny 10R. B430006555563 10R
[Boot EC'W Boot ECW Bunny 10W BA3D006555564 1w
[Boot ECYW Boot ECW Bunny 10XN 430008236912 10xN
Boot ECTW Boot ECW Bunny 10X 8410008236913 Loxw
[Baot ECW Boot ECW Bunny 11N 8470006555538 LI
[Boot ECW Boot ECW Bunny 11R 8430006555537 IR
[Boot ECW Boot ECW Bunny 11W B4I0006555536 1w
[Boot ECW Boot ECW Bunny 113N 8430008236914 L1z
jBoot EC'W Boot ECW Bunny 11XW 8430008236915 MIXW
[Boot EC'W Boot ECW Bunny 1IN BA30006555552 N
[Boot ECW Boot ECW Bunny 12K BA300D65SEEEE 2R ;‘

This screen is very similar to all other screens within MICAS. The major difference
between this screen and other screens is that you may select one or many rows from
this list (in MICAS you normally can only select one row). To select multiple rows, you
may use the <Shift><Click> or <Ctrl><Click> options.
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3.3.3.2 Stock Items Tab

Selecting a nomenclature and switching to the Stock Items tab will display all assets
(stock) for that particular nomenclature or NSN.

9 stock = HllalE | ___This check box is used to
Equigment Typeslomenclature  Stock Imus'l Scan liem Barcode: View Insp/TO/ssus? e— | change how the Stock

Trem ID Quantity Issue Count Nomenclature [ poE | Tot DLA Items tab is formatted. It

] <00, o000 is explained in detail ir}
[sazzo0145361 1 0[Caudster €2 D1-MAY.2005 MST002.055 | Section 3.3.3.2.1 of this
1 0[Canisier C-2 D01-MAY-2005 MST002-055 |- manual.
Cauister C-2 O1-MAY-2005 MST002-055
(I o — | | Total quantity of
i highlighted or selected

rows is indicated on the
right counter.

Row (1)of (6650)  Total Qi (6928)  Highlighted Raws (1 Qte {1}
Scheduled mp\ﬁm | Setute Mew Laspdstion | Histoszat Tnspections | T0 | umenclsans | Tssue History |

Reconi Inspedtion | Cancel Inspection |

Show/Hide Columns |

Tncderti

ipti [Scheduled Date |

There are many data

f fields or columns in the

1 stock function. Many are
\ seldom used and may not
be required in your view

or you may want to see
Total quantity for assets currently in only a few specific

view is listed in the center indicator. columns. To view only the
columns that you desire.
Click the Show Hide
Columns button.

The Row co\.mter indicates the number of rows
of data that are currently in view. It is important
to remember that a single row may contain
many like assets; therefore, the number or rows
is not an indication of asset quantity.

In most MICAS screens, you have the ability to drag and drop columns

3.3.3.2.1 View Insp/TOlssue? Check box

When this check box is checked, the screen will appear similar to the one listed above.
When unchecked, the tab pages listed at the bottom of the page are removed and the
Stock list is extended and will look something like the following:
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P stock _ae S w3
Equipment Typesiioniacianne| Stocklems | Seanliem Barcode: Niew InspTO/Tssue?

| Tiem ID Quantity Issue Count Nomenclature | poE | Lot DLA

I [ [ I ~|00- 0000 |

SAZZD0145361 1 0[Camister C-2 01-MAY.2005 MST002.055 =
SAZZD03S4211 1 0[Canister C.2 DI-MAY-2005 MSTU02.055 =
SAZZD0354221 0[Canister C.2 01_MAY 2005 MSTO02.055

Row(I}of(§650)  Toial Qi (6928)  Highlighted Rows 1) Qiy (1} Show/Hide C;,h,,.,,.s|

3.3.3.2.2 Show/Hide Columns

When the <Show/Hide Columns> button is clicked, a screen similar to the following will
display:

J & shon/tide Columis 2 The “Show/Hide Columns” window lists all
Colum Name 5 available columns within the stock function.

Tom D Removing the check mark from the column
Nenigcliers name will remove it from view after clicking
Lot OK.
DLA
DOM Columns will stay hidden until the
DOE corresponding check mark is placed in the
Location box.

Previous Location
Permanent Location
Current PAS
Section
Oviginal Pas
Original Section
Tiem Status

?I?I?I?I?I?I?I?I?I?I?I?I?I—I.?Ig

Issue Count

There are many columns included in this list. To view a description of one of the
columns, position the cursor over the column name and click the right mouse button. A
box with the description will appear:

@ Column Description x|

Nomenclature indicaies the type of asset.
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3.3.3.2.3 Changing column position and/or size

In most MICAS screens, you have the ability to drag and drop columns to either change

their position or size. In all other screens, once you exit and then return, the screen is

returned to its original appearance. This is not true for the Stock screen. You may move
columns or adjust their size and leave the screen. The next time you access this

function, the screen will be the same as you designed it.

o
Bipspent Types onaclivee Stock loms | Scan liem Barcode: | Niew Insp TO/ssus?

| Tem ID Quantity Issue Count Nomenclatwre —— DOE___| Lot DLA

I | [ [ ~ 00 _-oooe |

sazzo0669181 | 850l OfBelEquipmentiRG  jo. ooo0 [ |

sAZZN0625251 1 0[Belt Equipment LRG 00-_-0000

ROKZZD0533381 1 1{Beli Byuipment LRG 00__0000

HOKZZ00533801 1 1[Beli Equipment LRG 00-_-0000

HOKZZD0S37511 1 1[Belt Bquipment LRG 00- 0000

HOEZZ00539331 1 1{Beli Byuipment LRG 00. 0000

HOKZZ00540801 1 1[Beli Equipment LRG 00-_-0000

HOKZZD0S45981 1 1[Beli Equipment LRG 00- 0000

HOKZZD0546101 1 1{Belt Bquipment LRG 00-_-0000

NOEZZD0570151 1 1[Belt Byuipment LRG 000000

HUKZZO0570431 1 1[Beli Equipment LRG 00- 0000

HUKZZD0571131 1 1[Beli Equipment LRG 00-_-0000

MOKZZD0572531 1 1Belt Byuipment LRG 000000

HOKZZ00576171 1 L{Belt Equipment LRG 00- o000 -
T | ﬂ—l

Row{1)of (650} Total Qiy (1499}  Highlighted Rows (1) Qty (850) Show/Hide Columns

L ——To move a column, click and
hold the left mouse button
on the column header.

Keeping the left mouse button down, move the mouse to the left or to the right. You will
notice a grayed bar that will appear between columns as you move the mouse. Release

the mouse button when this bar is where you want the moved column to be placed.

When this is done, the screen will adjust to the new format.

@swoc -l
Eeuipmant Types/Monenslshue Sm:'khe)'nsl Scan liem Barcode: ] View Insp/TO/Tssue? [

| Tem ID Quantity Nomenclature fssue Cownt|  DOE | Lot DLA

I [ | =l Ioo-_-ooo0 |

SAZZN0669181

SAZZ00625251 1Belt Fquipment LRG 0j00- 0000

HOKZZ00533381 1Belt Equipmeni LRG 1p0- 0000

HOKZZD0533801 1Belt Fyuipmeni LRG 100- 0000

HOKZZO0537511 1Belt Equipment LRG 100-_-0000

HOKZZO0539331 1Belt Equipment LRG 1p0. 0000

HOKZZD0540801 1[Belt Byuipment LRG 1. 0000

HOKZZD0545981 1Bekt Tyuipment LRG 1p0. o000

HOKZZO0546191 1jBelt Equipment LRG 100-_-0000

HOKZZO0S70151 1Belt Equipmeni LRG 1p0. 0000

HOKZZD0570431 1[Belt Byuipmeni LRG 1p0. 0000

HOKZZ00571131 1jBelt yuipment LRG 1p0- 0000

HOKZZ00572531 1Beli Equipmeni LRG 1p0- 0000

HOKZZD0576171 1Belt Byuipment LRG 1p0. o000 =
0 —| _*l—I

Row (1) of (650}  Total Quy: (14993  Highlighted Rows (1) Qiy (B50) ShowHide Columns

3.3.3.24 Editing Individual entries
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You may edit data in any field on individual or multiple lines. To edit an individual data
line, double-click the line to be edited and a screen similar to the following will display:

eavsock
Itern 10: Momeanclature: [ | [tern Statua'
Lot Mumber; Part Mo I:
DLA, NDE Serial Number ’7.
DOM: @ Wendor >
DOE, @; Manufacturer - j
Ungerviceable Reason: |: Wyarr Exp Date
Pas Frozen Asset
Section @ Acguisition Cost I:I
Kit 1d: Acguisition Date m.
Current Location: Date Receved m
lssued Count. Iﬂ . Date Of Service W.
Quuantity ’—1I Parmanent Location ‘C-‘\ BAG BL |
Mema
Ok | Cancel

On this screen, click into the field that you wish to edit and make desired changes.

NOTE: /ssued items may not be edited until the item or bag is returned.

3.3.3.24.1  Bar Codes That May be Scanned Via Serial Scanning

The following bar codes may be scanned using a serial scanner when editing a single
stock entry (see Section 2.7 for the definition of bar code type):

\Bar code Type What happens when scanned

User ID Will assign the asset to the individual whose bar code was scanned.

2D Stock/Lot Will fill in Nomenclature, Lot, Contract, and DOM. Will calculate DOE, Item Status, and Condition
Code.

Part-ltem Label | Will fill in Nomenclature, Lot, Contract, and DOM. Will calculate DOE, Item Status, and Condition

Code.
NSN Will fill in Nomenclature. Will calculate DOE, Item Status, and Condition Code.
Contract Will fill in Contract. Will calculate DOE, Item Status, and Condition Code.
Lot Willfill in Lot. Will calculate DOE, Item Status, and Condition Code.
DOM Will fill in DOM. Will calculate DOE, Item Status, and Condition Code.

Serial Number Will fill in Serial Number.
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\Bar code Type What happens when scanned

Location ID Will update the current location.

OK Saves as if the <OK> button is clicked.

CANCEL Cancels as if the <Cancel> button is clicked.

Note: These bar codes must contain the Data Identifier (D). If the DI is not included in
the bar code of these labels, the label may be unrecognizable to the serial scanner.

3.3.3.2.5 Editing Multiple entries

To change data for consecutive multiple data lines, select the uppermost line to be
edited. Scroll down to the last item to be edited, and then click the item while holding

down the <Shift> key.

You may select non-consecutive rows by using the <CTRL> key, rather than the <Shift>

key.

Eqmipment TypesMonenclature  Stock lems | Scan Item Barcode:

=gl

View Dhisp/TO/Tssue? [

| Tiem ID Quantity Issue Count Nomenclature | poE | Lot DLA
I | | I ~|o0-__oooo [
SAZZO0145361 1 0[Canister C-2 01-MAY-2005 MSTUD2.055 =
iﬁmnssuu 1 0|Canister €2 DLMAY 2005 MSTO02 055 ||
lsazzo0354221 1 0[Cani OL-MAY-2005 MSTO0Z-058
. I A
sazzoo21zest | 1] ofc
§ [ ofCamke
AZZOD3 |1 OfCamskrC2  PLDEC2001 |
|SAZZD00E964T =‘ Cani IDIDEC-2001 M5 [ ]
.
[E—{— ]
I ]
| — ]
[ —
[E— __';I
r

Row (335) of (6650) Total Qiy (6928)  Highlighted Rows (5} Qiy {5}

—

—

Enter the new data
in the space directly
under the column
header (name). Click
<Enter> or leave that
field to complete the
changes.

3.3.3.2.6 Scheduled Inspections tab

If inspection criteria have been identified against a specific stock item, you may perform

inspections from the first tab.
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Eipuiprient Typesiionsaslature | Stock 1m‘us'| Seart Item Barcode: View bnsp/TO/lssue? ¥
| Tiem ID Quantity Issue Count Nomenclature | poE | Lot DLA
I [ | I ~|00- 0000 |
SAZZO0669181 | 8500  O[BeltEquipmemiLRG /Clicking on the <Record
SAZZ00625251 1 0Belt Equipment LRG 00- -0000 | — Inspection> button will generate
[HOKZZ00533381 1 1Belt Equipmeni LRG 00. 0000 the Inspection window.
[HOKZZ00533801 1 1[Belt Equipment LRG 00- -0000
[HOKZZ00537511 1 1/Belt Bquipment LRG 00- -0000
|

Row (1) of (550  Total Qiy (14993  Highlighted Rows (1) Qty (850}

Show/Hide Gnllumis|
‘Scheduled Inspections |_Schedu_1c Mew Insp_ac‘ﬁuni Historical Ing

TO | CusentTssus. | Tssue History |

I+ ——Toremove a scheduled
inspection, click the <Cancel>
button and it will be removed
from the list.

Record Disper | Cancel

Inspection Description

[Scheduled Date
O7-MAY-2002

=

The inspected by block will default

Description: Egar check I to the person who is logged in to

—  MICAS but can be changed to
Ttem Id: [SAZZ0066318T ] reflect any other person loaded in
the nerannneal fiinctinn
Inspected By; E dars. Jearemn ]

Date: 07-MAY.0Z —The date of the inspection is

/7 identified here. Comments

Comment: may be entered and a new
location may be designated.

Iew Location: | :I

— Click the <Save> button
when completed.
5 Cancel I

If the inspection is a non-recurring inspection, after entry of this data the inspection will
be removed from the list on the Scheduled Inspections tab.

3.3.3.2.7 Schedule New Inspection tab

This tab allows you to schedule inspections that have not been previously defined.

Stchsduled Inspections Schedule New nspection lHisf.mic.alIn_spec’ﬁ'clﬁs | 70 | Cusment Tssue | Tosue History |

ighlight the inspection to be
added and click the Add button.

llmsl)ectinn Description
year check

Gas Mask Fit Test
Mask Inspection
Disbonding Inspection ~ ———=—— | —
lanother inspection

he list of defined
inspections will display.

i5/7/2002 16:37:57

Once added, you can see the scheduled inspection on the Scheduled Inspections tab
(see Section 3.3.3.2.5 in this manual).

3.3.3.2.8 Historical Inspections tab
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This tab lists previous inspections that were completed on the asset.

To modify an inspection in the list,

Hreheduled Ihspech_ms-l Scheduls New Inspaction  Historical Inspections | 70 | i Teswe | Tssue History | click the Modify button
hispection ngn_ﬁ—l___ Detailed Inspection Renan\l\
Inspection Date Insp By Name Inspection Descripiion Two reports are available for the
107-May-2002 frdwards, karen ar check highlighted inspection.
[07-May-2002 fedwands, karen ishonding Inspection
4 »

3.3.3.2.9 Tech Orders Tab

The Tech Orders tab is not commonly used for mobility operations at the present time.
This function has the capability to record tech order data, perform TCTO inspections
and produce TCTO reports.

Seheduled Ihspecﬁ_nf‘fs'l Schedule New'Iﬂs_f:fechéhl Historical Inspections  TO |C_Lmzr_1tlssue | Issue.His_tUryl

Annotate TCTO I View T/0 Detail I Tech Order Report I Detailed Tech Order Report |
Tech Oriders Ferformed Eerﬁlrmed BX_ Performed Date Comment
test tech order edwards, karen 5/8/2002 08:51:14
ftest tech oxder ledwards, karen, 1 15/8/2002 08:51:49 [hello
ftest tech order |sa0002391 5/8/2002 09:10:55 |
1 | ’

3.3.3.2.10  Current Issue Tab

This tab lists all individuals to whom this asset is currently issued.

Scheduled Ihspecﬁ_nﬁs'l drhedule New{ﬁsj:fechéﬁl Historical Inspections | TC  Current [ssue IISSHC.Hist\erl

To Date By Retwrn Date  Deployment Indicator
NORMAN, JAMES, R 05-0CT-1998 ADMINSTRATOR, SYSTEMOO- -0000

4| »

3.3.3.2.11  Issue History Tab

This tab lists all issuances and returns of the asset.

Scheduled Ihspecﬁ_nﬁs'l Schedule New{ﬁsj:fechéﬁl Historical Inspections | TGO | Cutrent Tssus.  Issue History

Kit Iesue To Type Date
plvards Jaren_________fssw _______DBMAY 2002

edwarids, karen

AMHOTE: Tracking this histozy began with the installation of wersion 1.6h. - Anything before &= not inchided

NOTE: Logging this data began with release 1.6h. All issuances and returns entered
prior to that release will not be included in this list.
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3.3.3.3 Condemning Stock

To condemn stock items, select the data line or lines using the same process as
described under edit and click the ) icon in the lower toolbar when in the Stock
screen.

MICAS will ask you to confirm that you wish to condemn the selected item or items.

Condemn Highlighted Rows: | =]
i\?) Are you sure Yol wish ko com:iemn the highlighted roiw?

Selecting <YES> will generate the condemned memo window.

3.3.3.3.1 Condemning 1 row

moved. This will be one of your
Ship/Receive Locations (see Section 8.2.14

Location: E ﬂ Quantity: ~ 1' in the Administration Manual).

Memo:

e / /ndicate the location where the assets were

\lndicate the quantity of these assets to
be condemned.

I ———This window requires that you enter why the
item is being condemned. Information such as
transfer information or report of survey numbers
may be entered here.

—S—aw—l éifil A memo of some kind must also be entered.

3.3.3.3.2 Condemning more than 1 row

When condemning 1 row, MICAS assumes that you may not want to condemn all of the
assets; therefore the system prompts you for the quantity. When condemning more than
one row, MICAS assumes you want to condemn all and therefore will not ask for a
quantity.

& condemned Memo 0 |
Memo:

Save | Cancel |
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3.3.3.4 Deleting Stock

Deleting stock is done in much the same manner as in the condemn function. The
primary difference is that no memo is required and data lines will be deleted regardless
of quantity.

Click the ‘& icon in the lower toolbar when in the Stock screen to remove the kit.

After clicking the Delete icon, MICAS will ask if you wish to delete

the selected item.
@ Are pou sure vou wish to delete this kit?

Ma |

Clicking <NO> will terminate the delete operation.

Clicking <YES> will remove the asset(s) from the database.

3.3.3.5 Filling Multiple Bag Shortages

This function allows you to fill shortages in multiple bags requiring the same asset. This
requires that the bag/kit template contain the asset you wish to insert and all kits that
you wish to add stock be listed as incomplete in the Kit function for that asset.

Highlight the correct quantity of assets you wish to insert into bags. If assets are
contained on one line, MICAS will deduct the appropriate amount of assets after the
bags/kits are selected. Selected items must reflect identical unique data such as lot or

contract numbers. When all the assets have been selected, click the ﬂ icon in the
lower toolbar. This will generate a list of all bags that require one or more of that asset.

£ Select Kits

Highlight the bags to which you
wish to add selected stock
items.

The counters in the lower portion of the window
reflect the total kits and stock required for all kits on
the left and the stock and kits that you currently have
highlighted on the right.

C-1 BAG
C-1 BAG
IC-1 BAG

S| ol al oo a oo
[ - O U e e A
=N --A - - AR =R - A ]
| || e | | | e
Qe oRe e e aee

-
CLG-4307 [c1BaG [ /
Listed Kiis: 301 Highlighied Kits: 5 When all assets have been
R >
Siock Required: 600 Highlighted Stock: selected, click <OK>.
OK Cancel
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3.3.3.6 Merge Stock

Due to the consolidation of stock functions in MICAS 1.6c, database files that existed
prior to the release of 1.6¢c may contain assets with identical data listed on individual
lines. It is possible to consolidate these assets under one data line if desired.

Select one of the assets that you wish to consolidate and click the icon in the lower
toolbar. This will generate a list of all identical assets that can be consolidated.

£ Select Kits =
Nomenclature: Canister C-2 Lot: MST002-055
Primary Item ID: SAZZO0439851 DLA:

[tem 1 Quantity Highlight the items you wish to
[SAZZ00439721 j merge to the selected stock

1

[SAZZ00439731 1 item.
[SAZZ00439741 1
[SAZZ00439751 1
[SAZZ00439761 1
[SAZZ00439771 1
[SAZZ00439781 1
1

1

1

1

1

1

[54ZZ00439791
[5AZZ00439801
[SAZZ00439811
[SAZZ00439821
[5AZZ00439831
'suznmsgsu

= When all assets have been

W/selected, click <OK>.

MICAS compares the following data to determine whether stock matches the selected
item:

= Vendor

= Nomenclature

= Manufacturer

. Item Status

= Permanent Location
= Current Location

= Serial Number

= Lot Number

= Contract Number

= Expiration Date

= Date of Manufacture
= Part number

= PAS Code

= Section

. Assigned Personnel

Only those stock items found that exactly matches this criteria will be listed.
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The only exception is if an inspection has been scheduled, or a historical inspection has
been recorded for any of the found items. If either has been done, the stock item will
NOT be listed

NOTE: Assets cannot be in kits or bags. If items were MICAS-labeled prior to merging,
labels will be rendered unusable.

3.3.3.7 Print Options

Click the & icon in the lower toolbar when in the Stock screen. The Print Options
screen will display.

£% Stock - Print Options =] B3

. - - AF Form 2032 Inspection
e Extension form can be

Print selection | =l printed for selected assets.
Caneel |

#% Stock - Print Options [_ O] x]
Clicking on the arrow to the
right of the blank field will
generate a list of stock-
related reports.

Print 2032 Inspection Extension

Print selection | ﬂ
Quantities by DLA A
Quantities by DLA and Lot
Quantities hy DL A, Lot, and DOE
Quantities by DLA, Lot, and DOM
Quantities hy DOE, DLA, and Lot

These reports are explained in detail in the Reports Manual

3.3.3.8 2D Barcode Print Options

Click the & icon in the lower toolbar when in the Stock screen. The 2D Barcode
Options screen will display.

=
When printing these bar codes youhave three options; %‘J

1. Print | bar code for ea_ch‘l:tig}:ﬂig}:}tad_fow. “Boif you highlighted S rows, 5 labels will pring
regardless of the guantity of agsets,

2. Print | bar code for the guantity of notr-issued assets on sach highlizhted OV S ifron
highlighted | row and that row containg 10 non-issued assests, 10 labels will print.

3. Belect quantity of bar codes to print for sach highlisghted row.

Prnt | perrow Print 1 for sach Qua.nt,ityl | Select Duantity I

Mobility Inventory Control and Accountability System (MICAS) PC Functions 47



MICAS 2.3 User Manual PC Functions

Click the button for the quantity of barcode you wish to print. If you click the button to
select the quantity, MICAS will display a screen similar to the following:

.5:
to Primt’ Nomen NSN Contraci
4 | i
0K | Cancel

The default in the Quantity to Print field is the quantity of stock for the asset selected. If
you wish to print a different quantity, enter the desired quantity and click OK.
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3.3.4 Transfer

This function allows for the transfer of asset, bag or kit ownership from one PAS code
(owning unit) to another. This function would be used when several units controlling
their own assets and sharing the same MICAS database wish to transfer accountability

of mobility equipment assets.

To access the Transfer function, you have two options:

1 Select Inventory from the MICAS

| main menu.
' 2 Select Transfer.

-OR -

A
Click the = toolbar icon.

The following screen will display:

Select the PAS code that you
wish to transfer assets to from
the list ip the upper left

If more than one section is assigned
under the same PAS code, select from

the list. If no sections are assigned the Locations must be assigned to
default “All” will be used. the receiving PAS code to
process a transfer. Select one of
se locations.

Transfer To:

PAS / -
728 ACS U

B5 TES

96 SUPS

[SYSTEM ADMINSTRATOR

’mv Batilelah j

Section i

Select Inventory To Transfer:

Location =
MEZ

-BAG SL
MEZ

L | o

Stock | Kits |
Ttem Il T ﬁl
[H0.JZZ01027271  [Camister C-2
[HOKZZ00532721
[HOKZZ00532801
[HOKZZ00532811
[HOKZZ00534261
[HOKZZ00534331

[Mask MCU2/P LRG

Mask MCU2P LRG

[Mask MCU2/P MED

[Mask MCU2/P LRG _'j
N | 3
Lem/Kit/AC Transfers For This Session

Description

al | 0|
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3.3.4.1 Selecting Assets to Transfer

£¥ Transfer

Select bags/kits or

Transfer To: Select Inventory To Transfer: individual assets to be
Ppas =l stok s | transferred from one or
both tabs. Multiple
?1'\:1;121:5 [tiDescripon 4 assets may be identified

T-N1485 for transfer.

T-NO570
T-IN7740
T-IN3851
T-N1319

T-02478 [Training/Field Bag hd
4 3

Item/Eit'AC Transfers For This Session
Laocation —
_ Desoription

4| [N | i
After the desired assets have been selected, click the & icon in the lower toolbar.

If you selected more than one row to transfer, the assets will be transferred. If you
selected only one row to transfer, the quantity of assets for that row will be reviewed. If
the row has a quantity of one, the asset will be transferred. If the row has a quantity
larger than one, the following screen will display:

& reonsier quantty i

The quantity of assets will
default, but may be

Quantity io Transfer: |h7 changed.
Save | Cancel |

Click <Save>. The quantity of assets indicated will be transferred.

When done, transferred assets will be reflected in the lower right window.
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[#]- % Eam | m|

Transfer To: Select Inventory To Transfer:

26 =] stock s |

H5 Sups

461\.1;?5 Etem 14 Nomenclature ﬂ
Lsoss J [H0JZZ0102727T  [Canister €2

[HOKZZ005327 21 tMask MCU2/P MED

8 FS [HOKZZ005328010 ‘Case Ammo M-16

:I HOKZZ00532811 Suspenders ipment

HOKZZ00534 261 tMask MCU2/P MED
A —— S ek cuT i
[HOKZZ00534400 Mﬁsk MCU2/P LRG
[HOKZZ005347510 Mﬁsk MCU2/P LRG
[HOKZZ00535871 Mﬁsk MCU2/P MED

JHOKZZ00536221 Mask MCU2/P LRG >
4 3

THem/Kiv'AC Transfers For This Session

Location —
Description

[HOEZZD0532801 Case Amomo M-16

K| [T | |

3.3.4.2 Bar Codes That May be Scanned Via Serial Scanning

The following bar codes may be scanned using a serial scanner when entering transfer

data (see Section 2.7 for the definition of bar code type):

Bar Code Type What happens when scanned

ltem ID Will scroll the Stock list to the one scanned.
Kit ID Will scroll the Kit list to the one scanned.
Location ID Will scroll the Location list to the one scanned.

Serial Number Will scroll the Stock list to the one containing the serial number scanned.

NOTE: These bar codes must contain the Data Identifier (Dl). If the DI is not included in

the bar code of these labels, the label may be unrecognizable to the serial scanner.
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| 3.4 Kits

3.4.1 Receiving Bags

This function is unique to the MICAS system. It will allow you to receive assets already
contained in mobility bag or kit configuration. It is used to receive entire bags or kits that
contain assets that have not yet been received into MICAS. You can receive multiple
bags containing identical assets or single bags containing assets with unique
characteristics such as Lot and contract numbers.

To access the Receive Bags function, you have two options:

1 Select Inventory from the MICAS
| main menu. -OR -

, == ,
|2 Select Receive Bags. Click the toolbar icon.
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The following screen will display:

MULTIPLE BAGS

SINGLE BAG To receive multiple bags, several conditions must exist. All bag assets must be identical, in other words, the same
nomenclature or NSN. They must also have the same PAS code, section, and location. They cannot have unique

To receive a data such as lot, contract, or DOM unless all bags contain the same. You cannot assign these bags to individuals or

single bag, designate a seal number until after they have been received.

enter a locall

assigned  bag BAG NUMBERING

number. Bag numbering is actually done by MICAS. You need only to specify a prefix. For example: SP-ABAG- or just A-. If

you desire dashes between the prefix and the bag sequence number it must be reflected.
Leave Seq and
Qua\;rtity e?npty. SEQUENCE AND QUANTITY
The next step defines sequence and quantity. In other words what number do you wish to start with and how many
bags do you wish to create. If you wish to create 100 A-Bags numbered A-0001 through A-0100, you would indicate
- in the “Bag#” field 0001 in the Seq: field and 100 in the quantity.

CIEERED ={Hlx Select the PAS code and section of
B[ V ‘_‘7 A E Shasbtien: =l the owning unit. If you centrally

Seq: [ Quantity: Section: = Size Number: = store bags for all units, this would

Bag Type: \ = Cur Location: most likely be your PAS code. If you
Assigned To: \ = Perm Location: are a client user storing your own

. :
Issusd To: ‘Seal Number: bags use your unit's PAS.
%&m T Toth DLAK Tont i e \Sectlon is not commonly used for

mobility equipment assets. This
would only pertain to a unit with
more than one section controlling
their own bags. If this is not the
case, select “all” indicating all
sections.

Current and permanent locations
are normally the same for mobility
| equipment purposes. Clicking in the

14l ] L | Current Location field will display
\ the Location table.
Select the type of bag you kish to receive. This is The selected location will be
based on the templates that are created in the Kit reflected in both permanent and
Configuration function and will determine the type current fields unless changed.

and quantity of assets to be received.

NOTE: If you have a 2D Kit label, it may be scanned at this time and all data from the
label will be loaded.
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The previous screen detailed those entries required. The entries on the following screen

are optional:
ol If you wish to specify letter or
Bag #: PAS Cole: B Size Letter: hd number sizes for your bag or
Seq: Quantify: Section: ~ Size Number: —] group of bags you may do so
Bag Type: CurLocation: T [ PrintK#DBarcode I here. This is helpful for tracking
) X I Print 1 Qendents Bsreode . For example, some
Assigned To: ~ Perm Location: : i purposes ple,
,:“”m ;:mmﬂ:l— i g units track the C-1 Bag by the size

of the Battle Dress Overgarment

and boots. (Medium/10)

ExpDate 5l Humbe

1l

If you require bar code
labels for the bag(s)
being received, indicate
this by placing a check
mark in the box for bar
code labels.

If you require hand receipts for

/

the bag(s) being received,
indicate the number of hand

If this bLg has been or
is being issued, you
may select the
individual  from the
drop-down menu.

If you assign bags to individuals and
they have been previously loaded in
the personnel function, you may
select them from the drop-down
menu.

receipts by using the up/down
arrows.

If a bag seal number is required,
you may enter it here.

3.4.1.1 Defining the Assets in the Bag

Once the Bag Type is entered, the list of assets in that bag will display in the Kit
Contents section. It will appear something like the following:

itcontents

Homenelahre Equpment Type. Contract | Lot & DoM ExpDats  Senal Fumber &
Camister C-2 w [DLA100-00-D-0001 (23 ~ (00- -0000 o= -0000
Catster C-2 : CLA100-00-D-0001 23 : 00- 0000 0o- -0000
Caruster C-2 T OLA100-00-D-0001 (23 t n0- -0000 00- -0000
Camuster C-2 : DLA100-00-D-0001 (23 t 00- 0000 0o- -0000
Decox:‘l Eit M-251 : - -- FHAZ0LO0Z022 : 0o0- -0000 [26-TUL-2008
Decorn Kit M-2591 : .- ERHAROLOOZ022 T 00- 0000 (26-JUL-2008
Hood MCTUZ/F : == t 00- 0000 0o~ -0000
Hood MCUZE = - = foo- o000 o~ -oooo
Hood MCT2/P ? = T 00- -0000 0o- -0000
Hood MCU2ZIE j = T 00- ~0000 0g- -0000

- - -

4] | L’_I

NOTE: See the Common Data Entry Boxes section in this manual for some of the
data entry considerations.

3.4.1.11 Screen functionality
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Adjusting Size - Field size may be adjusted by clicking on the separator line within the
header bar and dragging to the left or right. This will allow you to view entire entries.
Setting will return to default once the window is closed.

Data Repeat - Data fields in this function will repeat after the first Lot, Contract, or DOM
is added and you press <Enter> or move to another field. This is due to the fact that
many users try to put like assets into bags. If the data on each asset is different, you will
be required to manually change them. You can still use the tables and if the MFD is
different, it will be recalculated for you.

3.4.1.1.2 Entry of Nomenclature

In order for bag assets to be received, the nomenclature must be reflected in the far-left
[RCortonts ____| column in the Contents window.

ltems designated in the kit configuration by nomenclature will already contain a
nomenclature in this column.

ltems designated by equipment type require a selection of a type or size asset. To select
= a desired type or sized item, click the arrow next to the equipment type. When this is
"  done, a list of nomenclatures assigned to that equipment type will display. Select the
L nomenclature required.

3.4.1.2 Completion of Bag
After all required entries have been made and you are ready to complete the receiving
process, click the * icon.

NOTE: See the next section on copying the bag if you want to create another bag that is
similar to the one defined.

3.4.1.3 Copy Bag

Instead of clicking the * icon, the & icon may be clicked. This function saves you the
steps of choosing each type or size of asset. It assumes that the next bag to be
received may have some different unique data such as Lot number, Contract number,
or manufacture date; however, all the assets themselves are the same type and size. In
other words, all the stock numbers should be the same. This is helpful when bags have
identical assets throughout several bags.

NOTE: You must remember to change the bag number. It cannot be duplicated and will
generate an error if left unchanged.
3.4.1.4 Receive Bag Reminders

This function actually populates stock with the assets that are in the bag or kit you are
receiving. Do not use this feature if you have already received those assets into stock.
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When using the multiple bag function, it is recommended that you always choose a
beginning sequence number prefaced by at least two zeros. For example: 001, rather
than 1. This will allow the bags to be placed in numerical sequence in the Kit function.

3.3.1.5 Bar Codes That May be Scanned Via Serial Scanning

The following bar codes may be scanned using a serial scanner when receiving a bag
(see Section 2.7 for the definition of bar code type):

Bar code Type

2D Stock/Lot

What happens when scanned

If the NSN matches the Nomenclature of the highlighted row, the system will fill in the Lot, Contract, and
DOM.

2D Kit Fills in the kit contents.
2D Kit Fills in the kit contents.
Shipment

2D Personnel

Fills in the name of the person to whom the kit is issued.

User ID Fills in the name of the person to whom the kit is issued.

Location ID Fills in the current and permanent locations.

Seal Number Fills in the seal number.

Kit Type Fills in the type of kit.

Lot The lot of the highlighted row will be filled with the scanned value.

DOM The Date of Manufacture of the highlighted row will be filled. When this action is performed, the DOE
may be calculated.

Serial The serial number of the highlighted row will be filled.

Location ID The location of the highlighted row will be set.

NOTE: These bar codes must contain the Data Identifier (DI). If the DI is not included in
the bar code of these labels, the label may be unrecognizable to the serial scanner.
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3.4.2 Kit Building Wizard

The Kit Building wizard steps you through the process of building a bag/kit from on-hand

assets.

To access the Kit Building Wizard, you have two options:

"1 Select Wizard from the MICAS
| main menu.
' 2 Select Kit Building Wizard.

-OR -

Click the w toolbar icon.

Kit Building ¥izard |

BAG TYPE

l&-BACG

|AHG A-BAG

[B-BAG

IGAS MASK

-16 Bupport Kit (500

-0 KIT (30)

CUZA/F Support Kit (FFQDCE)

P-ABAG

[Training/Field Bag

Mexts=

Cancel

Unlike with the primary kit building function, the wizard will step you through the
process. After entering all mandatory basic kit data, select the kit configuration from
which your bag/kit will be created. When this action is performed, the following message

will appear:

Kit Build Complete 1]

@ Kit build completed successfully. Mow you can add items into this new kit

Once the basic kit is created, the wizard will guide you through the add items area.
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Add assets to Kit |

Descripiion Quaniity Required Quantity Added |

I ——Highlight the template item
you wish to add assets for
and click <Next>.

Above ate listed the assets required for this bagtype. To add assets to this bag, click ona
line and press NEXT. When finished adding assets to this bag, press DONE.

etz Daone

A listing of available assets and their locations will be displayed.

Momenclature selection |

Deseription Coniract Lot DOM  Location OnHand To Take Select the item(s) by
s || | |__—highlighting the
Canister C-2 T MST002033 Esrss Fm 10 E4 Fs n / appropriate stock line and
Canister C-2 - .- MST002033 5189 [SAD0IIZ4L |1 o entering the desired

quantity in the To Take
box.

“fibore are hsted the stock for this nomenclature. For sachiline whers stock is tobe taker,
eniter the quantity to take and press ADD STOCE. Tonnt take arry assets press BACK.

<Back |

Repeat this process for each line item.
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Add assets to Kit |

| Description Quantity Required Quantity Anldek
1

[Kit Bag 4-3 | 1
Boot ECW

Ahove are listed the assets required for this bag type. To add assets to this bag, clickon a
lire and press WEXT. When finished adding assets to this bag, press DONE.

Mext= Done

Line items are green until the required quantity is added. Once the required number of
assets for a line is added, the line will be yellow to reflect serviceable status.

3.4.2.1 Bar Codes That May be Scanned Via Serial Scanning

The following bar codes may be scanned using a serial scanner when in the Kit Building
Wizard (see Section 2.7 for the definition of bar code type):

Bar code Type = What happens when scanned

Location ID Will scroll the visible list to the Location scanned.

User ID Will scroll the visible list to the User scanned.

NSN Will scroll the visible list to the NSN scanned.

Contract Will scroll the visible list to the Contract Number scanned.
Lot Will scroll the visible list to the Lot Number scanned.

NOTE: These bar codes must contain the Data Identifier (DI). If the DI is not included in
the bar code of these labels, the label may be unrecognizable to the serial scanner.
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3.4.3 Kit Maintenance
To access the Kit Maintenance function, you have two options:

1 Select Inventory from the MICAS
main menu. -OR -

2 Select Kits. Click the toolbar icon.

The following screen will display:

[ ~ici
Sean¥it:| | Show SubKib:[V Show Kit §tructure Tab:[v List Avail - Serviceahle [ Unserviceahle [
I [ }B-g# r‘s T General Info. |IG{Cumﬁlexug]hh|Kh Structure |

Description: Size Letter: E
Current Location: Size Numher: E
Perm Location: ’Wl
PAS Code: [KHW: 21 LSS ~
Section: ‘Al] - Status:

Assigned To: ..l Issued?:
Seal Number: I

Commenis:

DOLL: p0- -0000 | By: J

] — T w—

3.4.3.1 Kit Screen Layout

The Kits Function is the nerve center of your MICAS system. From here you can
monitor bag status, edit contents data, build new kits from available stock, add and
remove assets from existing bags, break down bags as well as print labels, hand
receipts and kit reports. This section will break down the kit function by section to better
describe its operation.
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3.4.31.1 Kit Data List Window

The Kit List window reflects all loaded kits. This window is initially displayed in order of
bag number; however, the list may be sequenced by any of the columns included by
clicking on the column title in the header bar.

If you have a kit label and would like to

scan to for access, place the cursor in

this box and once the label is scanned,

the list will scroll to the kit. ICAS allows you to have kits within kits. For example: you may have a
First Aid kit inside a Bag kit. When this box is checked, all kits even
those that are a part of another kit (i.e., sub kits) will be shown in the
list. When this box is not checked, data about the upper level kits will

Femm il Show oh Bkl be included in the list only.
|_LrE?s# }Demm'
0001 BAC he leftmost column is included for colorblind
0002 .:_BAC users to easily distinguish the kit status.
U Serviceable kits will contain a blank,
la-0004 Unserviceable kits will contain a U, and
TIA Incomplete kits will contain an "I".
“Ta-0007
1/a-0008
1/a-0009 L .
la-0010 he second column is included for colorblind users to
1 [0 easily distinguish the issue status. Issued kits will
lao01z contain an "I", non-issued kits will contain a blank.
la-001; lABAC
B-0014 IA-BAGC
la-0015 IA-BAG )
0016 lABAC The color status keys located at the bottom of the display are
la-0017 Iso buttons that will query your kits down to the
corresponding status.
Clicking one of these buttons with the LEFT mouse button will

display all kits of that status.
Clicking one of these buttons with the RIGHT mouse button
will display all kits NOT of that status.

KN I—
Tezued | Count: 5137

_Ship Load | [ Shipped

The colors allow easy identification kit status, issue status, and location data. A kit may
include all three colors. For example: An Issued, Serviceable, kit stored at a deployed
location will reflect Serviceable (Yellow), Issued (Blue), and Deployed (Purple) on the
same line.

Double-clicking on any bag or kit in this list will bring up the contents editor. The editor
displays all assets contained in the kit and their unique data.
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Edit Kit Items - test master

To review the data about the
assets loaded in this kit select

Lot Number- Contract NO. Date of Manufacture  Expiratii~| the Stock tab.
- ~|bo- 0000 oo- 00
Canister C-2 - ~|p0- 0000 00- o0
Canister C-2 - ~|0- 0000 o0- -00
Canister C-2 - - [p0- 0000 po--00
Canisr €2 = ~ oo o000 o 00 Data such as Contract/Lot and
) = ~ 000000 Fm B Ma_mufacture Date may be viewed and
CarC2 = =60 0000 TR _edlted from here wqhout the need to go
o into the Stock function. You may access
‘anister C-2 - ~|00- 0000 00- -00 .
Fr - — the Contract/Lot tables by clicking on the
anister C-2 B ~|po-o000 po- oo to the right of the field
Canister C-2 = ~ |0~ -0000 po- oo_| arrow to the right ot the tield.
Canister C-2 - ~|i00- 0000 00- -00 . .
Ca"_““rc - hd e === The editor is also a ready reference for
anister C- = I T - . : :
“ . = — item status. Bags or kits reflecting
Canister C-2 - ~|00- 0000 0- -00 « . 0] i
g = s T unserviceable” status will have the
i £ = = assets causing that status reflect either
i ;I_I red for unserviceable or orange for
suspended.
Ok | Cancel
___To review the data about the

I assets loaded in this kit, select

Local ID Kii Type Ttem Status _ Issued? ‘PAS Code  Section Per the Stock tab.
st masierQl [c1BAG [Sexviceahle ot Essued psc: 33 -]an ~[an
stmasterQ2 jc1BAG [Serviceable ot Issued psc: 33 ~fan ~|an
The list of kits in the kit
will display. Double
clicking on any of these
kits will bring up the list of
assets and kits within that
kit.
| i |
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3.4.31.2 Kit General Tab

The General Info Tab reflects data on the selected kit. The selected kit will be

highlighted in dark blue.

N |K"t Contents | Tirwe Data | Kit Structuse | List Avail - Serviceshle | Unserviceable [

The general data about

the kit will display in the
/ top of this box.

Local id / Bag #: |A-I]l]l]7 |
Description: [ABAG J Size Letter:
Current Location: [ISU-90 AD] 3 Size Number: E
Pexm Location: [ISU-90 AD1 3 p
PAS Code: [SA: SYSTEM ADMINSTRATOR
Section: |A.ll ZI Status:
Assigned To: | ;I Issued?:
Seal Number: | !
Comments:
DOLL: [p0- -0000 i By: [ |
Parent Kit ID: |:I Root Kit ID: |:|
AN

The Parent Kit ID is the ID of the kit in \>hich the display kit is included. The Root Kit ID is the ID of the overall kit.

For example: Let's say you have a UTC Kit that contains Bins. Each bin is a Kit that contains bags. Each bag contains

assets.

When you are viewing data about one of the Bags, the Parent Kit ID will contain the ID for the Bin kit and the Root Kit

ID will contain the ID of the UTC kit.

The Date of Last Inventory (DOLI) and

the name of the individual doing the
/ inventory will display.
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3.4.31.3 Kit Contents Tab

The contents tab reflects assets contained in the selected kit.

Each item and the required quantity are reflected here.

This area also reflects item status including incomplete. If at least one of the required assets is missing,
unserviceable or suspended, that template item will reflect the appropriate color status. If the required number of
assets are in the bag/kit and they are all serviceable the template item will reflect yellow for serviceable.

NOTE: If kit items are in suspended status, the template item will reflect red for unserviceable. The individual

assets will however reflect orange for suspended.

NOTE: Assets jn the kit that do not fit one of the configuration lines will be identified as ‘X-STOCK’ and ‘X-KIT".

Show Kit §ructure Tah:[v List Avail - Serviceahle ¥ Unserviceabls

Ceneral Info.  Kit/Contents

Iriue Data | Kot Structurs |

Description

_Toit

;
\T
>

con Kit M-295
con Kit M-295

CRO1A330-0215
CCRO1A330-0218

If the List Available Serviceable box is

hecked, the Available tab will be visible. If
the List Available Serviceable box is empty,
the Available tab will NOT be visible.

If the List Available Unserviceable box is
checked, the Available but Unserviceable tab
will be visible. If the List Available
Unserviceable box is empty, the Available but
Unserviceable tab will NOT be visible.

\lmmediately to the right of the configuration

data is the contents window. This window
will reflect any assets that are in the bag or
kit for the template item that is selected.

Qiy Take Description DLA NumbeWer DOM DOE | Locat\a]} The selected template item will be reflected
dAvail Qiy in blue.
485 0 Decon Kit M 205 [BULK a1
47 0 Decon KitM-205 CCR01A330-02 [BULK he counters located in the center of the tab
il Decon Kit M-295 [CCR2E:1330-00 0183 Al reflect total kit items on the left and total items
Fon DEHFIRME CCESIASI L 12067, [BULICAT for the highlighted template item on the right
1og Decon Kit M-295 CCRIBBIN-00040Z 0147 [BULK AL _
4] \ | _»i_I \Updating a kit contents may cause the overall
% e | \ T | ——— | kit status to change. When this happens, the
= : kit list is refreshed. This refresh process may
\ take a few seconds to run, which can slow you
down. To eliminate this slow down, remove
the checkmark from this box and the refresh of
the overall list will not occur.
The Kit Configuration may be defined based on Nomenclature (to include a To remove an asset in the kit, highlight the

specific asset such as size 5 boots), Equipment Type (to include any size of asset asset in the Contents window and press the

such as boots), or Sub-Kit (to include another kit such as First Aid Kit). When the Remove Item button.
configuration item is highlighted, the list of items available will display. This list will

include stock if the configuration is for a nomenclature or equipment type. This list

will include kits if the configuration is for a sub-kit.

As changes are made to the kit, you will be asked if you want to print a Hand Receipt.

If you are making many changes to a kit,
this message can be quite annoying.
Putting a checkmark in the box at the
bottom will keep the message from
appearing until you get out and back into
the Kits screen.

.‘ Kit Contents Changed | _

Do you want to print & hand receipt?

[ Hrewenpplied answer for all changes to kit contents inthis session and do not ask again
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3.4.3.1.3.1  Kit Contents for Nomenclature or Equipment Type

If you’ve selected to list the available serviceable or unserviceable stock, the list of will
display and look something like the following:

hvaildy l Ayailshls bt Unserviceable | Sezn Stock to 4dd |

Qty Take Description Contract Lot Numbar DOM DOE | Location

Avail Qi Number

s Canisiar -2 e STODZ033 D580 0405 [BIN 10-F4 . .

1 Canister (-2 STOD2033 0589 0405 [SA001124L To include assets, enter the quantity
that are included in the kit and press
the Add Item to Kit button.

4 | |

%\ A Serviceable Tem to Kit Remove Hsm Add Substitue |

\To sort the list, click the Sort icon.

If you do not want to select the assets from a list, choose the Scan Stock to Add tab.
From here, you can either enter or scan the asset information.

SeanlemI:[ Location: | The bar codes for location, NSN, Lot,

L Contract, and DOM can be scanned
: when adding items to a kit.

OR Scan Lot: | =

Sean Contraci: [ - - | This data may be included on either a

Gean Serial i l/— SeanDOM: [ = 1D label or in the Stock/Lot 2D label.
NOTE: This data can be entered as
/ \n{mm'e Hem | Att5uh ﬁm%nned.

The MICAS Serial # may The MICAS Item ID label To include an asset not in the configuration for the kit, click
be scanned or entered to can be scanned to identify the <Add Substitute> button. When pressed you will be
identify items added to the items added to the kit. given the option of which nomenclature to include.
kit.

One of two things will happen when the <Add Substitute> button is clicked. If the
highlighted configuration line is for an Equipment Type, a screen will appear asking you
to specify the nomenclature for which the item is being substituted. If the highlighted
configuration line is for a Nomenclature, the screen the nomenclature you requested will
not appear.
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@ substiutions x|

To make a substitution for an equipment type, please
select the nomenclature requiring a substitute.

Glove Chem 14 Mil XLG

ok | Cancel

After the nomenclature is known (either by you selecting it from the above screen or if

Description | /Highlight the
nomenclature

Glove Chem 14 MI SML being substituted
‘Glove Chem 14 Mil MED and click <OK>.
Glove Chem 14 Mil LRG

the configuration line is a Nomenclature), the list of all available assets will display.

Select Substitute Stock =

Description Contract Number Lot Number Qty Qty Ttem ID
To Take
| | 1
iArtic Field Pack Cover MMBOOED23-001 1 n SAZZN0Z 2
|Artic Field Pack Cover MARTBOOED23-001 1 0[SAZZN0289741
iartic Field Pack Cover MMBOOED23-001 1 0|5 AZZ00289751
{Artic Field Pack Cover MMBOOED23-001 1 0[SAZZN0290281
lArtic Field Pack Cover MMBOOED23-001 1 0[SAZZ00290291
lartic Field Pack Cover MMBOOED23-001 1 0 SAZMUW
lArtic Field Pack Cover MA{BOOED23-001 1 0js. 290551
lArtic Field Pack Cover MRIBOOED23-001 1 /ﬂﬁﬁigﬂsﬁl
lArtic Field Pack Cover KATBOOED23-001 1 ﬂlSAZﬂ]l]ZQﬂBSI
=
4] | _’rJ

0Ok Mmel |

3.4.3.1.3.2 Kit Contents for Sub-Kits

Enter the qty of
#tems that are to
be included in
this kit and click
<OK>.

If you’ve selected to list the available serviceable or unserviceable kits, the list of will

display and look something like the following:

Avalble iAvéi]able'bu( Tserviceable | Soan Kit to Adt |

Qiy Teke Kittype Local ID Location | i]
Avail i
1 C1BAG C-LG-4052 C-1BAGSL |
1 C1BAC C LG 4053 CIBACSL =
1 c1Bac CLG-4057 C1BAGSL =]
1 c1Bac C-LG-4058 C-1B ~
1 C1BAG C-LG-40! C1BAGSL |
1 0 C1BAG LG-4060 C1DAGSL x| -
%\ Add Serviceable Tem to Kt | Rempve Tiem: I Add St |

\sort the list, press the sort button.

To include a kit, enter a quantity of 1
for Take Qty and click the <Add
Serviceable Item to Kit> button.
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If you do not want to select the assets from a list, choose the Scan Stock to Add tab.
From here, you can either enter or scan the asset information.

Arailble | Available but Uspervicasble

/The MICAS Kit ID label can be
s

canned to identify sub-kits

/ added to the kit.
Sean Kit ID:

Remove Hem satbwgne | | Nofice that the <Add Substitute>
button is not available for sub-kits.

34314 Issue Data Tab

The Issue Data tab reflects issue data for the selected Kkit.

The top box contains data for the current

General Info. | Kii Contents Lsue Data |Kjtswm | List dvail - Serviceahle [~ Unserviceable [ /ssue. If the kit is not currently issued, this box
wi

ill be empty.
Corentfssue 4

Issue To: |ADA]R, MICHEAL I

Deployment Indicator:

ou may change the Deployment Indicator

: : pn_oom ] :
Issue:Date Ritiion. Dato and the expected Return Date of the kit.

Issue To Tape: Issue Rehwrn By Daie
IADAIR, MICHEAL [issue fedwards, karen DL-MAY-:

The bottom box contains data for ALL
|| ——issuances and returns of this kit.
I
NOTE: We only started tracking this data
in MICAS version 1.6h so any issuances
or returns done in versions prior to 1.6h
4| | ] will NOT be included in this list.

*HOTE; Tracking this hustory began with the istallation of vezsion 1 6k, Anything befors s not mchuded

3.4.315 Kit Structure Tab

The Kit Structure tab reflects, at a quick glance, the contents of the kit and its
serviceable status.
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Show Kit §tructure Tahiv List Avail - Serviceahle [V Unservicsable v
Ceneral Info. | Kit Contents | Trsue Daia it Struchiza
[———=Generating this list takes computer resources
and therefore may slow your processing down.
To generate this list, leave the checkmark in

(& TcT21  cBacs
{6 KHWEZN1448021  Decon Kit M.295
(] KITWEZN14480J1  Decon Kit M-295

] KHWZZ01323231  Hood MCUZP this box. To not generate this list (and
£l KHWZER1323241  Hood MCTIZP therefore speed up processing) remove the
] KEOWZZ01323251  Hood MCTRZEP checkmark from this box.

] KHWZZ01323261  Hood MCU2/P

] KEWZZI1347801  Insert Cotion MED
- ] KHWEZZ01347811  Inseri Cotton MED
. ] KHWZZ01347821  Insert Cotton MED
] KHWZZI1347831  Insert Cotion MED

] KHWEZZN1248851  KitBag A3 Each asset in the kit is listed. The color
- ) KHWZZN1243861 M8 Paper associated with the asset indicates its status.
] KHWZZ1248871 MO Tape In this example, we have three canisters that

are unserviceable because they are in red.

3.4.3.1.6 Bar Codes That May be Scanned Via Serial Scanning

The following bar codes may be scanned using a serial scanner when in the Kit screen
(see section 2.7 for the definition of bar code type):

\Bar Code Type What Happens When Scanned

Kit ID If the Scan to Add tab is visible, the system will add the scanned kit as a sub-kit.
If the Scan to Add tab is not visible, the system will scroll the list to the scanned kit.

Item ID The item is added to the kit.

NSN Fills in the NSN in the Scan to Add tab.

Lot Fills in the Lot in the Scan to Add tab.

Contract Fills in the Contract in the Scan to Add tab.

DOM Fills in the DOM in the Scan to Add tab.

Serial Finds the serial number scanned and adds the item to the Kkit.

2D Stock/Lot Fills in the values scanned into the Scan to Add tab.

Location ID Fills in the current and permanent locations.

Lot The lot of the highlighted row will be filled with the scanned value.
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\Bar Code Type What Happens When Scanned

DOM The Date of Manufacture of the highlighted row will be filled. When this action is performed, the DOE
may be calculated.

Serial The serial number of the highlighted row will be filled.

Location ID The location of the highlighted row will be set.

NOTE: These bar codes must contain the Data Identifier (DI). If the DI is not included in

the bar code of these labels, the label may be unrecognizable to the serial scanner.

3.4.3.2 Adding New Kit

One of the primary functions of “Kits” is to build bags or kits from serviceable stock. This
can be accomplished if all assets have been received from with all necessary data such
as Lot, Contract, and Manufacture Date. Bags/Kits are created based on the
configurations or templates created in the “Kit Configuration function.

Click the| O icon in the lower toolbar when in the Kit screen to build a new kit.
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3.4.3.2.1 General Info Tab

The General Info tab allows you to select general information that will pertain to the bag
you are about to create.

First you must create a unique local name for your bag or kit. This can be formatted to
contain data such as type, size and a sequential number.

Example C-MD9-1000. This can be any combination of letters, numbers, and dashes;
however, it must be unique. In other words it cannot be repeated in the same database.

You may designate the size letter

= 3 nd/or number to the kit you are about
Localid/ Bag #: [~ i to create. This is done primarily for
Description: Size Letter: tracking purposes when the same
y . template is used to build bags

Current Location: containing different sized items.

Perm Location: |

PAS Cole: [S4: SYSTEM ADMINSTRATOR ‘ You must select the type of bag/kit that you
wish to build from the available kit
configurations under “Description.”

Assigned To:
Seal Number: | /

Conmments:
Select permanent and current locations from the location
window. Clicking in either Current or Perm location will
generate the window.
Dou:/ﬁu. -0000 | By: | I

Note: In most cases, permanent and current location will

Parent Kit ID, |:! RootKit ID: Ji be the same; however, a location must be selected for

If your unit assigns bags to specific PAS Code and Section indicate bag

individuals and they have been previously ownership. Select from the drop-down

loaded into MICAS, you may select them list, the PAS and Section of the owning

from the drop down list. or controlling unit.

When done, click the = icon in the lower toolbar when in the Kit screen and the kit will
be saved.

3.4.3.22 Contents tab

The next step is to add items to your kit. Click over to the Contents tab. All template
items will initially show as green since the kit is empty. As you add the required number
of items to the kit, these lines will change to yellow.

See Section 3.4.3.1.3 Kit Contents Tab in this document for instructions adding items.
As you add items to your kit, a data line for each asset will appear in the upper right
window and the total quantity number will increase. As you complete each template item
and the required number of assets is added to your kit, the template items will reflect
yellow.

The status of the kit will depend on the serviceability of the items added and whether
the required number of items has been added.
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3.4.3.2.2.1 Splitting Stock Added to a Kit

When adding non-serialized assets to the kit, the system may automatically renumber
that asset.

This will happen when you add stock that is stored in the system with a quantity other
than one.

For example: you have 50 Gas Masks labeled as SA0000015I in the stock table.

When one of these assets is added to a kit, it is split from the quantity and a new entry
is created for that asset.

For example: adding 1 of the 50 Gas Masks labeled as SA0000015I will result in
two entries in the Stock table, the SA0000015I entry will be updated to a quantity
of 49 and a new entry will be created with an ID of SA0000134I with a quantity of
1. SA0000134I will reflect the kit data.

Section 2.1.2.4 of the Administration Manual describes how to configure the system to
automatically print a new label when this split occurs.

3.4.3.2.2.2 Merging Stock Removed from a Kit

When removing non-serialized assets from the kit, the system may automatically
renumber that asset.

When stock is removed from the kit, MICAS reviews the list of available stock (i.e., not
issued and not in a kit). MICAS compares the following data to determine whether the
stock being removed from the kit exactly matches an available item:

Vendor
Nomenclature
Manufacturer

ltem Status
Permanent Location
Current Location
Serial Number

Lot Number
Contract Number
Expiration Date
Date of Manufacture
Part number

PAS Code

Section

Assigned Personnel

If stock is found that exactly matches these criteria, MICAS will attempt to merge the
items into one entry.

Mobility Inventory Control and Accountability System (MICAS) PC Functions 7



MICAS 2.3 User Manual PC Functions

For example: you are removing Gas Mask labeled as SA0000134I from the Kkit.

MICAS finds SA0000015I with a quantity of 49 that exactly matches the criteria
listed above. SA0000134I will be removed from MICAS and SA0000015I will be
updated to a quantity of 50.

The only exception is if an inspection has been scheduled, or a historical inspection has
been recorded for the item being returned. If either has been done, the merge will NOT
take place and both entries will be retained.

Section 2.1.2.4 of the Administration Manual describes how to configure the system to
automatically print a new label when this merge occurs.

3.4.3.3 Deleting Kit

3.4.3.3.1 Deleting a single kit

When deleting a kit, you have two choices: delete the kit and return the assets to stock
or delete the kit and delete all assets in the kit. In the first case, you may want to break
down a bag and return the contents to bulk storage. The items are no longer in a bag,
but they are retained in stock. In the second case, you may have erroneously received a
bag or perhaps demonstrated the receive bag function, and now you want to delete the
kit and all of the assets from MICAS. This option deletes these assets permanently
without making them part of the condemned report.

Click the ‘& icon in the lower toolbar when in the kit screen to remove the kit.

Delete After the delete icon has been clicked, MICAS will ask if you wish

to delete the selected kit.
@ Are you sure vou wish to delete this kit?

] we |

Clicking <NO> will terminate the delete operation.

Clicking <YES> will remove the kit from the database.

Now that the kit has been removed, you must choose what is to be done with the
contents of that kit. You can either retain all the contents in stock or completely remove
all stock from the inventory.

Delete Kit Stock Dptions- i

The kit will be deleted. But ag the kit iz deleted, vou

hawe two options for what happens to the stock i the kit Select the “Leave in inventory” radio button:

The stock will be left in inventory and
; . available for addition to another bag.
* Leave mmventory all stock and sub lits i ths kit
 Delete from wventory all stock and sub kits 1 this kit Select the <Delete from inventory> radio
button: All stock will be removed from
inventory.
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If you choose to leave the assets in inventory, a screen similar to the following will
display:

Tape Description Current Location ‘;
STOCE SAZZI0362461 Canister C 2 FTHAGSL pesslm . )
STOCK SAZZID362471 Cauister C-2 C 1 BAG SL = | Al assets included in the
STOCK SAZZDD362481 Caister €2 C1BAGSL ~ kit will be included in this
STOCK SAZZ00362491 Canister C-2 C1BAG SL - list. The current location
STOCK SAZZD0362561 Hood MCTI2/P C1BAG 5L -] of each of these assets
STOCK SAZZO0362571 Hood MCT2/P €1 BAG SL - will display but may be
STOCE SAZZD0362581 Hood MCU2/F C1BAG SL - changed.
STOCK SAZZN0362501 Hood MCTI2/P C1BAG 5L -
STOCKE SAZZID362601 finsert Cation MED € 1BAG SL -
STOCE SAZZID362611 nsert Cotion MED C1BAG SL -
STOCE SAZZD0362621 fnsert Cotton MED C1BAGSL = s
>
Ok Lancel

After selecting the current location for each of the assets click OK.

3.4.3.3.2 Deleting Multiple Kits

To select multiple kits for a mass delete, click the = icon in the lower toolbar when in
the Kit screen.

_ x| | _—Select the “Leave in Inventory” radio button.
The hghhghted kitswill be deleted when you press DK, ‘bt as the kalg ace The stock will be left in inventory and
deletad, you have two options for what hs ok the kit: available for addition to another bag.
™ Leave ininventT77 all stock and sub kits in this kit
( Delete fr T EverTory A FtoT ah e kbo-iethis it Select the “Delete from Inventory” radio
—button: all stock will be removed from
TocallD | Kit Type Location Status inventory.
BFQDC KIT #1 -9 KIT (30) -9 #1 .Semeaue:i
la-0001 -BAG SU-90 A01 Serviceable
la-0002 -BAG SU-90 401 Serviceahle
la-0004 A-BAC SU-90 401 ‘Serviceable I .
50005 ABAC 5190 A01 Servivehle | ——Hlighlight the kits to be
L0007 ABAC [SU-90 A0L emirezils I deleted.
la-0008 ABAC I[SU-90 A01 Servicashle
la-0009 ABAG I151.90 401 ‘Serviceable
la-0010 A-BAC IST-90 A01 Serviceahle
la-0012 A-BAG SHIPPING IN-TRAT Serviceahle
a-0013 A-BAG ISU-90 A01 ‘Serviceahle
ls-0014 ABAC Serviceahle 4
0K | Cancel |

When all the kits to be deleted are highlighted, click <OK> and you will be asked if you
are sure you want to delete the kits.
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Kit Multiple Bag Delete o |

I.:\o’) Are vou sure you want to delste all HIGHLIGHTED bags?

o] _w |

Clicking <NO> will terminate the delete operation.

Clicking <YES> will remove the kit from the database.

3.4.3.4 Condemning Kit

Condemning kits allows you to remove a kit and all its contents from the MICAS
database but gives you the ability to indicate why the inventory was removed.

Click the & icon in the lower toolbar when in the Kit screen to condemn a Kkit.

After clicking the Condemn icon, MICAS will ask if

Condemn you wish to condemn the selected kit.
@ Are you sure you want bo condernn this kit and all stack in it? C“Cklng <NO> will terminate the condemn
operation.

— | Clicking <YES> will remove the kit and all it's
contents from the database.

£4 Condemned Hemo This window requires an entry explaining why the kit is being
Condemned Memo: removed.

Kt lost SWA ROS 99127354

These comments will be contained in an audit record for two
years and are reflected in the “Condemned Stock Report.”

Click <SAVE> to complete the process and remove the bag/kit
and all contents from the database.

Save Cancel
|
Location: I: indicate the Ship/Receive Location
Memo: to which the assets were sent.
\ B
| ————ndicate why the kit is being
removed.

Save | Cancel |

When the entry is complete, click <Save> button.
3.4.3.5 Print Options

While in the Kit screen, click the & icon in the lower toolbar to display print options.
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BT=TE
S e I You can print 1D Kit ID labels for one or many kits using the
Select multiple kits forharcode print | first three options.

Printharcodes for highlighted kit and all kits within it |

FimERE T ool B Menlghind WU You can print PDF417 Kit Contents bar codes for one or

many kits using the next two options.

Select multiple kits for PDFA17 harcode print

You can print hand receipts for one or many kits using the

Select muliiple hags for prini bag receipt next two options.

|
|
Printhag receipt |
|
|

Print Kit Asgembly Report for highlighied kit

Print se]ecﬁﬂl | ;J The remaining options are used to print kit reports.

NOTE: The following table lists known printer requirements to print PDF417 in bar
codes:

Printer Type Requirements

Intermec 3400A PDF417 2D labels NOT SUPPORTED

Intermec 3400B Firmware version 2.0 or higher

Intermec 4100A PDF417 2D labels NOT SUPPORTED

Intermec 4100B Expanded memory version firmware 2.7 or later
and expanded RAM in the unit

Zebra Z4000 No known requirements, all printers work

Zebra Z4M No known requirements, all printers work

3.4.3.6 Update Condition and Status

Click the if: icon in the lower toolbar when in either the kit or stock screen and the
screen used to update the condition and status of items will display.

# Update Condition/Status =] 1

Clicking OK will start the following updates:

[T ¥l e e Coniin. s of th ContracV Lot Tt Click <OK> and MICAS will begin a review of

[Type I Sexviceable asseis that have expired will be seito Condition Code H

ol BesshLs Dmsrvioh. all kits and update the status of any that

[Type I Serviceahle assets that have expired will be set to Condition Code J

et s Do : contain expired assets.

[8,B, or C condition of Servi assets will be

[2. Wil review the Condition and Status of the Siock daia,

Mype I Serviceable assets that have expired will he st tn Condition
(Code H and changed io Unserviceable.

[Type I Sezvi assels that have expired will be sel 0

8, B, oz C condition of Servi assets will be

[3. Will review o Starus of Serviceahle and Dicomplete cits. I
[Status will be changed o Unserviceable if contain any Suspended o
nserviceable assels.

MICAS tracks all shelf/service life assets contained in the database. Any nomenclature
that has shelf life criteria defined will be monitored. If the shelf life data in the
nomenclature details is changed, the Update Condition/Status function must be run to
ensure that all assets are appropriately updated.
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Running Update Condition/Status instructs MICAS to update any bag status that may
have been affected by expired assets.

Once completed, a report will be generated reflecting updated assets and bag/kits.
Reference section 7.4 Update Condition and Status Results in the Reports Manual.

3.4.3.6.1 Update Expired Warning Screen

A message similar to the following will display if more than 30 days have passed since
the last time the update expired process was run.

WARNING!!

You last ran Update Condition and Status on
06-Feb-2004. It's been 95 days since last run.

Refer to section 3.4.3.6 (Update Condition and Status) in
your Users Manual for directions on running this
update. Youn will continue to get this message until this
update is done.

Click anywhere on this message to continue.

This message will appear when attempting to run several of the MICAS programs.
These programs include (but are not limited to) kits and stock.

The only way to make this message stop being displayed is to run Update Expired (see
Section 3.4.3.6 Update Expired in this manual.

3.4.3.7 Multiple Bag Update Sizes

Click the ke icon in the lower toolbar when in the kit screen and the screen used to
update the size for multiple kits will display.
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@ Kits - Update Size Select Tl X
Size Letier: [N -]  Size Number: | |
|Bag # Description Size Letter  Size Number
FQDC KIT #1 -9 KIT (30) ﬁ‘i
0001 BAC
-0002 A-BAG
|a-0004 lA-BAC
A-0005 A-BAC
|a-0007 A-BAG
la-000g A BAC
la-0009 A-BAC

lA-0010 A-BAG

st ABAC
(A-0012 A-BAG
A-0013 A-BAG
(A-0014 A-BAG
A-001% A-BAC
(A-0016 A-BAGC
A-0017 A-BAG ;I
oK | Cancel |

MICAS has the capability to assign size indicators to bags. This is normally done when
the bag is created. If indicators were not assigned when the bags were created, you
may use this feature to change quantities of bags specific alpha or numeric sizes.

Indicate the desired Size Letter and/or Size Number from the drop-down lists located at
the top of the window

Select the desired kits from the generated list. You can select multiple sequential kits by
highlighting the first kit scrolling down to the last in the sequence and clicking on it while
depressing the <Shift> key. You can select multiple non-sequenced bags by clicking the
<CTRL> key and clicking each desired bag.

When done, click OK and the selected kits will be updated.
3.4.3.8 Multiple Bag Update Location

Click the W icon in the lower toolbar when in the Kit screen and the screen used to
update the location of multiple kits will display.
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x|
Location: |
tﬂg_l'na Loeation E:aﬁnn [ype
-9 KIT {30) M9 #1 Warehouse Location il
-BAC ISU-90 A01 Warehouse Location
ABac ISU-90 ADL Warehouse Location
A-BAG SU-90 A0l YWarehouse Location
A-BAG ISU-90 ADL Warehouse Location
A-BAG SU-90 AD1 Warehouse Location
A-BAC JISU-90 A01 Warchouse Location
A-BAC SU.90 AQL Warehouse Location

ABaC STL90 A1 Warehouse Location

ure Location

|4-0014 A-BAG Dishonded Issued D

A-0015 A-BAC SHIPPING LOADED 'Loaded on Truck for

A-0016 A-BAG SU-90 A01 Warehouse Location

A-0017 A-BAG JISU—QU ADL Warehouse [ncaﬁnn‘,J
OK | Cancel |

Indicate the desired Location from the drop-down located at the top of the window

Select the desired kits from the generated list. You can select multiple sequential kits by
highlighting the first kit scrolling down to the last in the sequence and clicking it while
depressing the <Shift> key. You can select multiple non-sequenced bags by depressing
<CTRL> key and clicking each desired bag.

When done, click <OK> to update the selected kits.
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| 3.5

Issues

3.5.1 Personnel

This function allows for the input of personnel data for MICAS users. A MICAS user is

defined as anyone that will be issued mobility equipment assets (customers), as well as
those maintaining and administering the system.

To access the Personnel function, you have two options:

' 1 Select Items from the MICAS

| Mmain menu. -OR-  (lick the ! toolbar icon.

I 2 Select Personnel. |
The following screen will display:

P 1= | The left window contains an

mn|mu_m|hm|mimu.|w

User ID; BA
= 111-11 I]lll

Last Name: ADMINISTRATOR I

First Name: [SYSTEM

Diddbe Initial: I__J
RankGrade: [MSGT ]
User Type: [MOBAGS ADMINISTRATOR =)
PAS: [SA: SYSTEM ADMINSTRATOF =
Suction: [All -
is it the System Admins :
ceo

Comments:

This dasa s wubjeect in fhe Priracy Actal 1974

alphabetical list of all users

. ____——The total number in view is

reflected on the counter
located at the bottom.

Personnel in view may depend on data access defined by your user type.

3.5.1.1 General Info
This tab reflects general information pertaining to a specific individual. The only

mandatory fields are located on this tab.

Cimerad T |Mamw] Essue T, | 120 | Asslgned Infa. | LoginLogout |

User ID:
SEAIN:

Last Name:
First Name:
Dfidhdles Tritial:
Rank/Grade:
User Type:
PAS:

Comments:

Section:

37654

23-45-6THD

[LAST HAME |
[FTRST MAME |
[rrT =]

123rd =
189 MOBILITY

2231

ADMINISTHATOR =
[AERIAL PORT

CTVIL ENGENEERING

CLINIC
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3.5.1.2 Address/Phone/E-Mail Data
Optional personnel information may be added on this tab.

General Infn, Address & Phons No |m-ﬂn.| Sl | Asslgned nfe. | LoginLogout |

Address: ADDRESS |
T R —
Country Code: :t
Home Phone: [(937) 111 2232'
DSN Phone: f{ ) | DEN fax: | ) I
Comm. Phone: E Comm. Fax: E‘

E-Mail: || |

3.5.1.3 Issue Information

The Issue tab in the Personnel screen is used to view items that have been issued to a
particular person. Clicking the Issue tab will display all items issued to the selected
individual. Once a return has been processed, the items or kits will no longer be
reflected on this tab.

You can return items from the Return screen or directly from this tab.

General Info. | Address & Phone No  Issue Info. | Sizes | Assigned Info.

Issue Daie Issue By Item Type: Local ID To return from this tab, highlight

4 OCT-2003 17:03  |Coldblatt, Lisa, J it 123-203 [a-BAC the rows with items you wish to
return and click ’
Return HighligKled Asset |

Retwrn Highlighted Assét|

3.5.1.4 Size Information

If there is a requirement to track size data for individuals loaded in MICAS, you may
select from the list of nomenclatures in the lower window and add them to the persons
file.
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Only nomenclatures with number size or letter size data defined in the nomenclature
function will be listed.

General |u,.'| Address & Phane No | Tosue Infi,  Sizes |M-um| Tag(m"bawl

Namesclatures

Imet Erviar LRG

| Add Slee | Dieletr Size

e riplion Number Size Lelier Sie |
Gortex Pants LRG REG | LGRE
[Felmet Covr, Snow XSHLSML ML
{Helmei Kevlar LRG LEG
{Ee lne t Kerlax MED | AED =
{Frlmet Kevlar SML | ML
[Helme i Kevlar X5M | ML g

3.5.1.5 Assigned Asset Information

If mobility bags or kits are assigned to a specific individual in the Kits function, this data
will be reflected here.

General |u,.'| Address & Phane No | hmvn.| Shes  Assigned Info. IT“"“‘WI

Stock Tem Stk Dear KitLacal  Kit Dese |
[CET3®  |a1Bac

3.5.1.6 Loading New Personnel

Click the| O icon in the lower toolbar when in the Personnel screen to create a new
user.
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GessratInfo. | &ddinss & Fhone Ho | TssueTnfo | - - | Assigned ot

Upon entry, the user ID field will be blank.

User ID: | 4

A E—

Last Name: |

First Name: |

Middle Initial: l:l
Rank/Grade:

User Type: [PERSONNEL WITH NO ACCES! ]

PAS: | LI
Section: | LI
Comments:

3.5.1.6.1 Mandatory Fields

If you do not assign a user ID, MICAS will assign one when the
user’s personnel data is saved.

You may assign your own user ID. This ID must be unique. In
other words, no two people can have the same user ID. A
commonly used format is first initial of the last name and the
last six digits of the social security number.

It is recommended that this ID be known by the individual. For
individuals accessing and maintaining MICAS, it is used to log
on to the system. For customers, it is one way of processing
an issue to that individual.

Glensral nfo |'Add.m§s&?hnne Ho | Toue Fnfo | Siaes | AssignadInfo |

User ID: [JF005201 |

SSAN: 1000-00-0052

Last Name: l.]ON'ES

First Name: [FRED

Middle Initial: EI
Rank/Grade: |[CAPT *
User Type: ‘PERSONN'EL WITH NO ACCES?LI
Bas: ETITT -|

Section: |AI.L L'

Comments:

Mandatory fields for loading personnel are
User ID, SSAN, last and first name, rank,
user type, PAS and section.

User Type is based on what type of access if any that the individual will require to the
MICAS system. A user type must be selected from the drop-down menu; however, the
user type may have no access rights. User types are created and defined in the System

Privileges function.

Rank, PAS, and Section are defined in the system tables and available through drop-
down menus. If the desired choice is not available, it will need to be added to the

system tables.

3.5.1.7 Printing Labels

A user ID label will be created when loading new personnel. This label contains a bar
code of the person’s user ID. If you wish to print a user ID label after the person has
already been loaded click the Print Bar Code icon.
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0B ®aM AP B/ P &
Do dHwSINMYY-% 8 < o bale m|

£4 Personnel

Print Barcode
LASTNAME  FIRSTNAME PA  GeneralInf. | Addvess & Phone Ni

cust | |

IIssuz Date Issue By liem T

3.5.1.8 Printing Hand Receipts

Hand receipts are generated at the time of issue and through the Kit function, however,
it may be necessary to reprint these receipts for a specific user. Select the bag/kit or
item from the list contained on the issue tab and click the Print hand Receipt icon. All
items on that hand receipt will be printed.

Do aEvEEMY - %|e s b ka/e m

Print Hand Receppt
LASTNAME  FIRSTNAME = PA Gemm]]nﬁ]l Address & Phone No Issu

IcusL ‘ |

Issue Daie  Issue By Ttem Type Lt

CUCUZZELLA  BTEVEN poz: | V2000 [ R

T T T e
JLNOV-

UNNINGHAM _ BHAUN [oes = d

Upp BRIAN DaC: 1

NOTE: If your configuration options are set to preview the hand receipt (see Section
2.1.1.8 Hand Receipts Tab in the Administrator’s Manual) the receipt will be viewed on
the screen. Otherwise, the receipts will be sent directly to the printer.

3.5.1.9 Bar Codes That May be Scanned Via Serial Scanning
The following bar codes may be scanned using a serial scanner when entering
personnel data (see Section 2.7 for the definition of bar code type):

\Bar code Type What happens when scanned

ID Card Linear Fills in the SSN.
Bar Code

2D Personnel Fills in SSN, Last Name, First Name, Middle Initial, and Rank Grade.

User ID Scrolls the list to the entry for the User ID scanned.
Last Name Fills in the Last Name.

First Name Fills in the First Name.

DONE Saves as if the Save button is clicked.

CANCEL Cancels as if the Cancel button is clicked.
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NOTE: These bar codes must contain the Data Identifier (DI). If the DI is not included in
the bar code of these labels, the label may be unrecognizable to the serial scanner.

3.5.2 Personnel Wizard

This Personnel Wizard will step you through the process of entering personnel into
MICAS. Mandatory fields are outlined for you.

To access the Personnel Wizard, you have two options:

I["1 Select Wizard from the MICAS

|, Main menu. -OR-  (lick the & toolbar icon.
' 2 Select Personnel.

£% personnel Wizard — =101 x|

Personnsl Entry Wizatd |

User 1D ibnum
SEN | - -

Last Hame: I

First Hame: |
Tlicdetle Tnitiat I

This data is subject to the Privacy Act of 1974

Iaxt> Cancel

3.5.2.1 Bar Codes That May be Scanned Via Serial Scanning
The following bar codes may be scanned using a serial scanner when in the Personnel
Wizard (see Section 2.7 for the definition of bar code type):

Bar code Type = What happens when scanned

2D Personnel Will fill in the SSN, Last Name, First Name, Middle Initial, and Rank.

SSN Will fill in the SSN.

NOTE: These bar codes must contain the Data Identifier (DI). If the Dl is not included in
the bar code of these labels, the label may be unrecognizable to the serial scanner.
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3.5.3 lIssue

MICAS has the capability to issue single or multiple individual assets and or mobility
bags/kits. Issues can be performed manually or with the assistance of AIT equipment.
This section outlines issue procedures processed on a MICAS workstation. Issue
procedures for a handheld terminal (HHT) are covered in the HHT section.

To access the Issue function, you have two options:

Ird Select Inventory from the MICAS

main menu. “OR- (Glick the ® toolbar icon.

2 Select Issue.

A screen similar to the following will display.

i Issue Options
| & New Issue " Add to Most Recent Issue " Select Issue

Scan/Type User ID: Select User Name: || j
Enter Quantity to Issue: ] 3_;_1 Scan/Type Items to Issue: |
Description. s Dus
4 | i

This section will only appear if the
System Administrator has selected
“Allow Users to Extend an Issue” in the
System Parameters.

If this box is visible, the default value
from Configuration Options Issue Tab
is checked.

This section will only appear if the
System Administrator has selected
“Issue By Menu” in the System
Parameters.

It will display the Kit/Menu configuration
if one is defined for this issue.
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3.5.3.1 Choose New or Extended Issue

If your installation is using “Extended Issue,” this section of the screen will be visible.
When the screen opens, the Issue Options radio button will be set to your default option
(See Section 2.1.1.9 of the Administration Manual). If you wish to change the option for
this session, click the appropriate radio button.

T e
Issue Options
’V & New Issue " Add to Most Recent Issue " Select Issue
Scan/Type User ID: Select User Name: Scan/Type Ttems to he issued:

3.5.3.1.1 New Issue

This entry will be recorded as a new issue. This is useful when you are the first station
in an “issue line” where multiple users issue assets to the same personnel.

3.5.3.1.2 Add to Most Recent Issue

If there is a previous entry for the user, the assets issued will be added to that issue.
This is useful when you are in an “issue line” where multiple users issue assets to the
same personnel as those personnel walk down the line. If there is no previous issues for
the user, the entry will be recorded as a new issue.

3.5.3.11 Select Issue

If the user has multiple previous issues, the system will allow you to choose which one
to extend with this action. This is useful when users may have been issued part of a
menu one day, and will complete it another day. If the user has only one previous issue,
it is automatically selected. If there are no previous issues for the user, the entry will be
recorded as a new issue.

If you need to select a previous issue, MICAS will present a screen similar to the
following:

" Select Previous Issue ™ EI
The Kit/Menu column only

Issue Date Issued By |KitMenu appears if your site uses “Issue b
30-SEP-2003 13:156 |Goldblatt, Lisa, J M/ Manas g
05-JUM-2003 01:15  Goldblatt, Lisa, J |E|-EIAG

Select the issue you wish to
extend and click <OK>.
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3.5.3.2 Scan/Entry of User ID
It is highly recommended that personnel be loaded prior to attempting an issue.

To process an issue, you must identify to MICAS the individual receiving the assets.
You may accomplish this in several ways:

If you have a keyboard scanner It {s possible to enter the individual user ID into the
attached to your system you may space provided. Once the user ID is entered and you
scan the 1D (upper) bar code on cligk <Enter> or the scan the ID card, the individual's
the military 1D card or CAC. nafme should appear in the center column.
m I -lojx]
Secan/Type User ID: Select User Name: | ! z =
Enter Quantity to Issue:|] = Scan/Type Items to Issue: rgg; gﬁ = .
= i — If the user ID is unknown and no
;HS' THS, scan capability is available, it is
54, 98574 also possible to select loaded
TZH. TZH. individuals from the drop-down list
850, 850, in the center column.
888, 777,
a, a, =1 |
4] |+
KIS | ¥

If the person to whom you are attempting to issue items or bags is not loaded, you may

load the person into MICAS by clicking thei icon in the lower toolbar. The following

screen will appear:

User TD: | Trflis scr;gentallt%ws you to a?? rg}inimtuhm i
information to the personnel table without the
& ] need to switch to the personnel function.
Last Name: ‘ I
. Once data is entered, you will now be able to
First Name: ‘ R N
\I\ complete issue transactions.

Middle Initial: || \
RanliGrade: |___IJ The User ID field fills in automatically

User Type: | | and can be changed, if desired.
EAS: | | You can scan the 2D bar code on the
Section: | = CAC to fill in the SSAN, user name, and
rank/grade.
Comments:
Save I Cancel
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To refresh the contents of the user list, click the refresh button w on the bottom

toolbar.

3.5.3.3 Issuing Kits

To issue a kit, there are two identification numbers that may be hand scanned or

entered:

1. The MICAS KIT ID. This is an internally assigned number that MICAS assigns to
each bag created. It is also reflected in the Kit ID bar code, which may be scanned.

2. The MICAS Local ID. This is the local bag number assigned when the bag was

created for example C-MD-3000.

[
i Issue Options
| ' Add to Most Recent Tssue  Select Issue /[

Select User Name: |72H, 7ZH, >

# New Issue

Scan/Type User ID: |7ZH

Enter Quantity to Issue: (] 2 5
Bsue To: [77H, 7ZH Issue To ID: EZ:H '
Returm Date: Issue Dats: B E—
Deployment Indicator: ]
[LOWODOOSS2K  [123.A03 [4-BAG [ncompleie
4] |
Al By

=10l

The Issue Options will only appear if your
| — site allows Extended Issue.

The quantity for a kit will always be 1,
| ——regardless of the entry in this box.

After entering the kit ID or scanning the bar
code, the issue information will be displayed
in the top box.

If the issue is either indefinite or for duration of

™~ tour, place a check mark in the block provided.
This will exempt the kits issued from overdue
reporting.

I\ The kit information will appear in the
bottom box.

An estimated rebfn date may be entered in the
block nrovided. This is heloful for renortina.

A deployment location may be entered
for tracking purposes

If your site issues using Kit/Menu Configurations, your screen will have additional

information:
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[T =loix
- Issue Options
| & NewIssue . Add to Most Recent Issue  Select Issue ‘
Scan/Type User ID: [350 Select User Name: [85Q, 85Q, =l The Kit/Menu drop-down will allow you
Enter Quantity to Issue:il 21 Sean/Type Items to Issue: — to choose a Kit Menu Conﬁguraﬁon (or
= " et clear the entry). If there is a default
Issue To: [§50), 850 Issue To ID: B5Q ]| issue menu specifi(_ed in the S_ystem
Return Dates lssue Date: LRG0 | i s Tables this entry will be pre-filled.
Deployment Indicator: | |
KitMenu: Clear The configuration for the chosen
= Ls Due  |LOG 12306 lBAC =] configuration will appear in the box
Cap ECW o1 7 below. This box will let you know how
ECWMukluk 0 1 many assets are issued against the
it Bag A-7 0o configuration and how many are due.
Mitien ECW b1 —
Parka ECW B
Parka Panis ECW 1
Socks Wool/Cotion) 3
X-OTHER KIT 1 0
X-OTHER STOCK § 0
4 | i
A i

If the kit is listed as unserviceable or incomplete MICAS will generate a serviceability
warning. This warning can be overridden by selecting yes. This will make the status
either issued/unserviceable or issued/incomplete.

Kit iz not Serviceable ] Kit iz not Serviceable <]

@ K.t iz listed as Unserviceable. Do vou still wish to issue it? @ Kit iz ligted az Incomplete. Do you still wish bo izsue it'?

If the kit is listed as serviceable but contains assets with a condition other than "A,”
MICAS will generate a serviceability warning. This warning will list the number of assets
in the kit that have a condition other than "A.” It can be overridden by clicking <Yes>.

Kit is Serviceable with Qualification |
-;./ Kit i listed as SERVICEABLE but has the Following assets:
-
<

Condition Code B: 0
Condition Code C: 1
Condition Code D: 0

Do you sl wish ba issue it?

T

After all kits have been issued and the desired issue information has been entered, click

the ™ icon in the lower toolbar. When this is done, MICAS will ask if you want a hand
receipt printed.
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Iszue Receipt

@ Do you wish to print an |ssue Receipt?

3.5.3.4 Issuing Bulk Stock
To issue bulk stock there are several things that may be entered or scanned:

1. The MICAS Item ID. This is an internally assigned number that MICAS assigns to
each asset stored. It is also reflected in the Item ID bar code, which may be
scanned.

2. The MICAS Stock Local ID. This is the local name/number assigned when the asset
is loaded.

3. 2D Stock/Lot bar code. This is the 2D bar code produced from the stock screen or
as assets are received.

4. 2D Part-ltem bar code. This is the 2D bar code marked on some assets received.

5. The quantity to issue. By default, MICAS will issue 1 item. If you change this
quantity, MICAS will attempt to issue as many as requested that match the scanned
label or typed item ID.

_—~ The Issue Options will only appear if your

[ /_\‘ﬂ site allows Extended Issue.

- Tssue Options —
| & NewlIssue © Add to Most Recent Issue © Select Tsue | | vou may enter a quantity to issue, or allow
Scan/Type User ID: [2HS Selact User Name: |2HS | MICAS to use the default quantity of 1.
Enter Quantity to Issue: |1 -{J & [tems to Issue:
Issue To: DTS, 2HS Issue To ID: [FHS After entering or scanning the individual
Return Date: [00-_.0000 J Tssue Date: [II-MAY-2004 Tndefinite Issue \\ assets the issue information will be
Deployment Indicator: | | displayed in the top box.

ST — T Ifthe'issue is either indefinite or for )

i \ duration of tour, place a check mark in the
block provided. This will exempt the items

issued from overdue reporting

\ A deployment location may be entered for tracking
purposes

N

i The asset information will appear in the
An estimated return date may be bottom box.

entered in the block provided.
This is helpful for reporting.

If your site issues using Kit/Menu Configurations, your screen will have additional
information:
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[T &

=101x]

|'Issue Options

 New Issue

 Add to Most Recent Issue

1 Select Issue

Scan/Type User ID: Select User Name: Scan/Type Items to be issued:
[85q [185¢2, 856, =] |
Issue To: [850), 850 Issue To ID: B5Q ]

Return Date: i 0- -0000 I

Issue Date: [30-SEP-2003 | Indefinite Issue

Boot ECW |
Canteen Ariic 1 2
Canteen Cover, Al 2
Canieen Cup, Ariifl 2
Cap ECW 1
Face Paint

Helmet, Snow [0
Ice Creepers b
KitBag A-3 ]

=

[

Deployment Indicator: ‘
KitMenu: (SIS - || Clear!
Description L: Due «|[SaZZp0287071 | |artic Field Pack Cover
Artic Field Pack Cft -1

|

ol

The Kit/Menu drop-down will allow you
to choose a Kit Menu Configuration (or
clear the entry).

The configuration for the chosen
configuration will appear in the box
below. This box will let you know how
many assets are issued against the
configuration and how many are due
(or over-issued).

If one of the 2D bar codes is scanned and the type of asset included in the bar code is
stored in more than one location, you may need to indicate the location from which the
asset was taken.

If you have specified a default issue location in the Configuration Options (See Section
2.1.1.9 of the Administration Manual), and there are available assets stored there,
MICAS will automatically pull the asset(s) from that location. If there are no assets (of
the given type) in the default location, you will have to choose another location.

A screen similar to the following will display:

@ 1ssue Bulk Stock - Select Location N x|
These assets ave stored in more than one location. Select ilie location from which you are taking ihese assets.
DOM Location Available |
0 1[FLE .
RHAS1FD ﬁl-IUN-wsl [ém 10- &3 1
econ Kt M-291 RHASIFO04-012 | FI—J'UN—IQQI IBIN 10-C1 | 1
Cancel |

This list contains all locations in which this type of asset is stored. Do one of the
following:

1.

Highlight the location from which the asset was taken and click <OK>.
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2. Scan the Location ID for the location from which the asset was taken. When this is
done the list will be scrolled to the location scanned and the <OK> button will be
triggered.

If the asset is listed as serviceable but with a condition code other than "A,” MICAS will
generate a serviceability warning. This warning can be overridden by clicking <Yes>.

Item is Serviceable with Qualifications %]

b Serviceable Item has Condition Code CISSUABLE WITH QUALIFICATION (LESS THAN 3 MONTHS), Do you stil wish
‘-'/ Fo Issue iE?

After all assets have been issued and the desired issue information has been entered,

click the ™ icon in the lower toolbar. When this is done, MICAS will ask if you want a
hand receipt printed.

Iszue Receipt

@ Do you wish to print an |ssue Receipt?
Hao |

3.5.3.5 Bar Codes That May be Scanned Via Serial Scanning

The following bar codes may be scanned using a serial scanner when doing a Return
(see Section 2.7 for the definition of bar code type):

\Bar Code Type What happens when scanned

Kit ID Will fill in the ‘Scan/Type Bar code’ field.

Item ID Will fill in the ‘Scan/Type Bar code’ field.

NOTE: See Section 3.5.3.3 describing what's involved in returning bulk stock.

ID Card Linear Will find the individual to whom the assets are being issued and fill- in the Scan/Type User ID and
Bar code Select User Name fields.

User ID Will find the individual to the assets are being issued and fill in the Scan/Type User ID and Select User
Name fields.

Kit 2D Scanning a kit 2D label will fill in the ‘Scan/Type Bar code’ field.

2D Stock/Lot Scanning a 2D stock label will check stock to see if there are any assets of this type available for issue.

If more than one location contains assets that can be issued, pop up a screen asking for the location.

NOTE: See Section 3.5.3.3 describing what's involved in issuing bulk stock.
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\Bar Code Type What happens when scanned

Part-Item Label | Scanning a Part-ltem label will check stock to see if there are any assets of this type available for issue.
If more than one location contains assets that can be issued, will pop up a screen asking for the
location.

NOTE: See Section 3.5.3.3 describing what'’s involved in return bulk stock.

DONE Saves as if the <Complete> button is clicked.

CANCEL Cancels as if the <Cancel> button is clicked.

YES Will select the <Yes> button on any message box appearing asking for a YES/NO response.

NO Will select the <No> button on any message box appearing asking for a YES/NO response.

REFRESH Will refresh the list of users in the drop-down window.

NOTE: These bar codes must contain the Data Identifier (DI). If the DI is not included in
the bar code of these labels, the label may be unrecognizable to the serial scanner.

Mobility Inventory Control and Accountability System (MICAS) PC Functions 94



MICAS 2.3 User Manual PC Functions

3.5.4 Return

The Return function allows you to return issued kits/bags or individual items. Returns
can be accomplished by manual input or with keyboard scanner if available. If required,
an inventory may be performed during this process.

To access the Return function, you have two options:

"1 Select Inventory from the MICAS

|, main men.. -OR-  (ick the 2! toolbar icon.
' 2 Select Returns.

The following screen will display:

Scan/Type Barcude:lA.OOOS)

Scan or type the MICAS
item/kit ID or kit local ID
into the return field. If
manually entering data,
Issued Ttems: you must press the
Ttem/Kit ID Description Issued? Status [Permanent Location <Ent§r> key. A ftgr
entering the first item,
all assets issued on that
hand receipt will be
displayed

4 | |
Inventory Selected Kit | Description Lot DLA DOM |
Inventory Complete
Cancel Inventory

Multiple assets on the same hand receipt (issued at the same time) may be returned.

Scan/Type Barl:m‘le:l
Assets/bags being returned will
ssued To: (123456 Issued Date: Indefinite Issue reflect their status and
Issued By: CI Return Date: PLMARZ001 corresponding color code
Issued Items:
Hem/Kit ID Description Issued? WShtus h’enmem Location,
[san004236K laBaG Returned v |Serviceable |1sU-90 A01
/| | |
Inventory Selected Eit | [Description [Lot DLA DOM |
Inventory Complete
Cancel Inventory
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If no inventory is required, complete the return(s) by clicking the 4 icon in the lower

toolbar.

If a returning bag was incomplete or contains unserviceable or suspended assets it will
reflect the appropriate status.

3.5.4.1 Bar Codes That May be Scanned Via Serial Scanning

The following bar codes may be scanned using a serial scanner when doing a Return

(see Section 2.7 for the definition of bar code type):

\Bar Code Type What happens when scanned
Kit ID One of two things will occur:
1. If you are in the process of inventorying a returned kit, scanning a Kit ID label will fill in the Item
Inventoried box.
2. you are not in the process of inventorying a returned kit, scanning a Kit ID label will fill in the
‘Scan/Type Bar code’ field.
Item ID One of two things will occur:
1. If you are in the process of inventorying a returned kit, scanning a Kit ID label will fill in the Item
Inventoried box.
2. you are not in the process of inventorying a returned kit, scanning a Kit ID label will fill in the
‘Scan/Type Bar code’ field.
NOTE: See Section 3.5.4.3 describing what’s involved in return bulk stock.
Kit 2D Scanning a kit 2D label will fill in the ‘Scan/Type Bar code’ field.

2D Stock/Lot

Scanning a 2D stock label will check stock to see which of this type of asset were issued. If more than
one, pop up screen asking for the selection of the one being returned.

NOTE: See Section 3.5.4.3 describing what’s involved in return bulk stock.

Part-Item Label

Scanning a Part-Item label will check stock to see which of this type of asset were issued. If more than
one, pop up screen asking for the selection of the one being returned.

NOTE: See the Section 3.5.4.3 describing what’s involved in return bulk stock.

DONE

Saves as if the <Complete> button is clicked.

CANCEL

Cancels as if the <Cancel> button is clicked.

NOTE: These bar codes must contain the Data Identifier (Dl). If the DI is not included in

the bar code of these labels, the label may be unrecognizable to the serial scanner.

3.5.4.2 Returns with Inventory
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=loi=l . . .
If an inventory is desired on a

Sean Type .E_'areedl:
returning bag or kit click the
“Inventory Selected Kit” button.

|
Issned To r[::‘“l-ui‘ Ihmurﬂ'ﬂan- [m] r [,"g..r,m]
LBy Rerun Dare: [f0.DEC-1699
Issued Iteras:

A listing of all kit/bag assets will be
generated in the lower right window.

4] | 3
TnventoryAelecied Rt | 1 | Description Contract [ -
[:l LUWZZI01 13561 Mesx Kit A Bag
LOWZZ00113591 Sleeping Dag ECW
Tnventory Complote I LIWWIIINT BRG] Kii Hag A3
LOWZZ001 13611 Panches Wet Weather (C:
Caneel Inventory I i Feriventer (Cui) _

If all of a bag’s assets have MICAS bar code labels you can perform the inventory by
scanning each asset with a keyboard scanner.

If the bar code option is not available you may indicate each item’s return by double
clicking on each line item as the bag is inventoried

[@eeen ol
Sty Blrely As the ID label is scanned or the line is
I double-clicked, the entry will turn blue
Tesued To: [D591463 | Tssued Dare: POTTAYI00S | I Lndefinite Lssne | indicating the item was returned in good
order.
Yimed B Rururn D

Issned Items:

|
[Tnventory Selected Kit | m Diescrip Sfontract | X
[ | [
LOWZION1 13501 m“m
Ml-‘mﬁfm;hwm.m@m) = —Upon completion of the inventory,
Cancel Tiventary | wl lrJ click the Inventory Complete button.

If an item has not returned or is in unserviceable condition do not double-click the item.

Any assets missing during inventory will generate a missing item window. If you wish to
condemn this item, indicate Yes. The following screen will appear:
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/Enter comment indicating
Condermned Memo: what happened to the asset.
A-3 Bag torn in transit. Disposed oflocally.l
/Click <Save>
Save Cancel |

Clicking <Save> will remove the asset from stock and add the memo to the condemned
report.

Upon completion of the inventory and any required memo fields, MICAS will generate a
message indicating the status of the bag or kit.

This completes the return process.

3.5.4.3 Returning Bulk Stock

When returning bulk stock, data other than stock specific data may be required. There
are several reasons additional data may be required. It may be required because a
single stock entry was issued to more than one individual. Or, it may be required
because more than one entry in the stock list match the scanned 2D bar code.

3.5.4.3.1 Returning Bulk Stock by scanning 2D label

When returning assets, you may scan either the 2D Stock/Lot label or 2D Part-ltem
label. When the scan is done, MICAS searches the database for assets of this type
issued. If only one is found, its Item ID will be automatically placed into the Scan/Type
Bar code field of the Return screen. If, however, more than one asset matching the
values scanned is found you will need to select which one is being returned.

A screen similar to the following will display:
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# 1ssue Bulk Stock - Select Returned Asset _hel = x|
Assets of this type have heen issued more than ence. Select the entry containing the data for the assets heing returned.

Issued To eation Ttem IDx t Contract DOM

IDETESTTS, BETTY, EIN 10- 44 EAZZDD31377I RHAS1FO04-01% 01-TH-21

[FEINGOLD, KATEINA, FLE SAZZUUZSSSSI FHAS1FO04-019 O1-TIH-21

[LENDERMAN, EEVIN FLE SAZZUUZSS_SSI FHAS1FO04-019 P1-JIH-21

[FHILLIPS, WILLIAM,  FLE SAZZUUZESSSI FHAZ1FO04-01% 01-JUH-31

d 5

Cancel

This list contains all individuals to which this type of asset was issued. Do one of the

following:

1. Highlight the individual who is returning the asset and click <OK>.

2. Scan the User ID of the individual who is returning the asset. When this is done the

list will be scrolled to the individual scanned and the <OK>button will be triggered.

3. Scan the linear bar code on the back of the individual’s ID Card. When this is done

the list will be scrolled to the individual scanned and the <OK> button will be

triggered.
3.5.4.3.2

Returning Bulk Stock Issued to More Than One Person

When returning assets, you may scan linear Item ID label or enter the Item ID of the
asset being returned. When this is done, MICAS searches the database for Issue data
about assets with this ID. If only one is found, that asset will be returned. If, however,

more than one issued asset matching the ID is found you will need to select which one

is being returned.

A screen similar to the following will display:
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@ Return Bulk Stack . x|
More than one of the indicated assets has heen issued. Select the issue from which the
asgetis heing retumed,
Last Nane First Mame Issue Date:  Reiwrn Date
[FEINGOLD KATRINA 04.JTY 2003 (00- 0000
ENDERMAN [KEVIN jp4..JUN-2003 [p0- -0000
HILLIPS [WILLIAM [p4-JUN-2003 jp0- -0000
Ok I Cancel |

This list contains all individuals to which this asset was issued. Do one of the following:
1. Highlight the individual who is returning the asset and click <OK>.

2. Scan the User ID of the individual who is returning the asset. When this is done the
list will be scrolled to the individual scanned and the <OK> button will be triggered.

3. Scan the linear bar code on the back of the individual’s ID Card. When this is done,
the list will be scrolled to the individual scanned and the <OK> button will be
triggered.
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] 3.6 Inspections

3.6.1 Inspection Definition
The inspection functions allow you to create inspection criteria as well as assign

inspections to entire nomenclatures. Inspections may also be accomplished on
individual assets as outlined in the Stock function.

To access the Inspection Definition, you have two options:

"1 Select Inventory from the MICAS
| main menu.

-OR -

|2 Select Inspection from the Click the *# toolbar icon.
i Inventory menu.

' 3 Select Definition.

A screen similar to the following will display:

W Inspection Definition

_ialx]

Description Cyp Genzml[nﬁ:.l i | Seheiutea |
] Fal
[ Dishonding Inspection
Gas Mask Fit Test [T P = m =

i o Description: lDlsbunr].mg Inspection I
(Mask Inspection [True.
ear check True

Inspection Cyclic: |False

=
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3.6.1.1 General Info Tab

Gemral]nﬁ:.ll' nelanre |

A Tn

Description: lyear check

Inspection Cyclic:

Interval Numhber:

Interval Units: [Year(s)  —=J

nspection Cycle indicates whether
the inspection will be an initial one-
time inspection or is recurring.

“True” indicates the inspection will
be recurring

“False” indicates the inspection will
be one time only.

\The Interval Number and Interval Units will only appear
when you enter “True” for Inspection Cycle.

The Interval Number represents the number of days,
months, or years between recurring inspections.

The Interval Units specifies the period of time.

3.6.1.2 Nomenclature Tab

General Infa. Nomencl |

Nomenclature

NSN

elt Equipment MED

B465013221965

/

Add NnmenﬂszrDe'//’

he list of nomenclatures using this inspection
definition will list in the top box.

ighlight the nomenclature in the bottom box
that is to be included and click this button.

lete Nm.mlmn'.l\
NSN |£’

Nomenclature
iBag Waterproof Mask #240008035839
Belt Equipment LRG B465013221 966
Belt Equipment LRG (o1d) B465011200675
Belt Equipment MED (old) T RACS0H2006Td
Block Locking 9MM 1005012044340

=

ighlight the nomenclature in the top box that
is to be removed and click this button.

[ The list of nomenclatures not already assigned
this inspection definition will list in the bottom

box.
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3.6.1.3 Scheduled Inspections

Gen_gr:al_hiﬁ:.l T Scheduled Inspecti

Nomenclature Tiem ID Sc]mtuled.]_*_i
Belt Equipment MED HOKZZ00532821 17 MAY.
Belt Equipment MED HOKEZO0534291 07-MAY-20
Belt Eyuipment MED HOKZZ00534781 07-MAY-20
Belt Equipment MED HOKZZD0535271 07 MAY.20
Belt Equipment MED HOKZZ00535621 07-MAY.20
Belt Eyuipment MED HOKZZ00536181 07 MAY-20
Belt Eyuipment MED HOKZZ00538771 07-MAY-20
Belt Eyuipment MED HOKZZ00539681 07-MAY-20
Belt Eyuipment MED [HOKZZ00541361 07 MAY.20
Belt Eyuipment MED HOKZZ00541501 07-MAY.20
Belt Eyuipment MED HOKZZ00543251 07 MAY-20
Belt Eyuipment MED HOKZZ00544231 07 MAY 20—
Belt Eyuipment MED HOKZZ00544651 07 MY 20
Bell Equipment MED HDKZZD0565391 D7-MAY-20 «

Remove Scheduled Fion |

| —— Thelist of assets

scheduled for this
inspection will display.

o remove assets from this
schedule, highlight one or more
entries and press this button.

3.6.1.4 Adding New Inspection

Click the| O icon in the lower toolbar when in the Inspection Definition screen to add a

definition.

When this is done, the General Info tab will be cleared for entry.

Description: |

Click the = icon in the lower toolbar.

When done, the inspection will be saved. Now define which nomenclatures whose

assets are to be scheduled for this inspection.

Enter the data defining the

inspection.
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GeneralTnfo. Nomenclature |Sc]|g(h|1gtl" pectio |

HNomenclature NSN

elt Equipment MED B165013221965
Add Nomenclature Delete Nomenclature

Nomenclature NSN |£’
Bag Waterproof Mask 4240008035830
Belt Gyuipment LRG B465013221966
Relt Equipment LRG (o1d) 8465011200675
Belt Equipment MED (old) B465011200674
Block Locking 9MM 1005012044340 sl

3.6.1.5 Removing Inspection Definitions

Click the '€ icon in the lower toolbar when in the Inspection screen to remove the
Inspection.

After the delete icon has been clicked, MICAS will ask if you want

— - | to delete the selected item.
I\.»t) e o sure pou wish b delete the current record?

Clicking <NO> will terminate the delete operation.

Clicking <YES> will remove the definition from the database.

3.6.1.6 Bar Codes That May be Scanned Via Serial Scanning

The following bar codes may be scanned using a serial scanner from the Inspection
screen (see Section 2.7 for the definition of bar code type):

\Bar Code Type What happens when scanned

NSN Finds the Nomenclatures for this NSN and highlights it.

Iltem ID Scrolls the list on the Scheduled Inspections tab to the asset just scanned.
DONE Saves as if the <Save> button is clicked.

CANCEL Cancels as if the <Cancel> button is clicked.

NOTE: These bar codes must contain the Data Identifier (DI). If the DI is not included in
the bar code of these labels, the label may be unrecognizable to the serial scanner.
3.6.3 Recording Stock as Inspected

If Inspection Criteria have been identified for a specific asset and the item is labeled or
identified with its MICAS item ID you may perform inspections from this function.
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You may also record an asset as inspected using the Stock function. See Section
3.3.3.2.5 Scheduled Inspections Tab in this manual.

To access the Inspection entry, you have two options:

' 1 Select Inventory from the MICAS

| main menu. -OR-

. 2 Select Inspection from the Click the & toolbar icon.
Inventory menu.

3 Select Inspection Entry.

=loix] tvbe the item ID
Scan Ttem Rarcade: | {—Print Basic Inspectinn Report >can or type the ftem

into th rovided.
™ Print Detailed Inspection Report into the space provided

Description: | :I
Ttem Id; [ ]
Select the desired inspection from

Inspected By: ds, S | i "

iopected By: |edwards, karen the description drop- down.

Inspection Date: 07-MAY-2002 |
C'omment:
Comments may be entered.

W o cation: =i Location may be changed.

When done, click the o icon in the lower toolbar.

3.6.3.6 Bar Codes That May be Scanned Via Serial Scanning

The following bar codes may be scanned using a serial scanner from the Inspection
Entry screen (see Section 2.7 for the definition of bar code type):

\Bar Code Type What happens when scanned

Location ID Updates the New Location field with the value scanned.

ltem ID Scrolls the list on the Scheduled Inspections tab to the asset just scanned.
DONE Saves as if the <Save> button is clicked.

CANCEL Cancels as if the <Cancel> button is clicked.

NOTE: These bar codes must contain the Data Identifier (DI). If the Dl is not included in
the bar code of these labels, the label may be unrecognizable to the serial scanner.
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‘ 3.7 Orders

This function allows you to enter data on backordered mobility equipment assets.
To access the Orders function, you have two options:

"1 Select Inventory from the MICAS

. main menu. -OR- - & ;
2 Select Orders. Click the toolbar icon.

A screen similar to the following will display:

£¥ Orders

IDnclumm No. Order General fo. | Order Details |
Document Mo: [EEEISEHRRTIGY Exp. Rec. Date: 01-JAN-2001
Order Status: |Back Ordered = |Off Base Req No: l:l
Comments: FTROM CMBCC WEST I

e e T T

< | ol

Count: 1

3.7.1 Order General Info. Tab

This tab allows you to load the general information (such as Document Number) about
backorder data. Although formatted for the Standard Base Supply System (SBSS)
transactions, locally assigned data may be used.

Order General Info. | Ozrder Details |

Document Io: [RERRIMANRRTTILY Exp. Rec. Date: 01-JATY-2001
Order Status: [Back Ordered 'Ifo Base Req No: l:

Comments: ’FRDM CMBCC WEST

penant ot ] sa[_]  wroriys [
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3.7.2 Order Details Tab
This tab allows you to indicate the nomenclatures included in the backorder.

Order General Info, | Onder Details |

Nomenclature Oty Ordered  Qty Rovl Cost
Tape
[Total Cost: |$0.00 $0.00

Add Delete
Nomenclature o]

ine Assy M-16 15 RD
[Magazine Cart OMM
[Mask M1741 MED

=
<] | o

To identify assets for an order, select the nomenclature for the asset from the lower
right window and click <Add>.

The asset will appear in the upper right window.

NOTE: Unlike SBSS transactions, it is possible to have more than one type and quantity
of asset assigned to a single order number.

3.7.3 Adding New Backorder

To add a new nomenclature, click the‘ 0 icon in the lower toolbar when in the
Nomenclature screen.

Enter the data requested on the Order General Info tab. When done, click the Order
Details tab. Select the nomenclatures to add. When this is done, the nomenclature will
appear in the upper box ready for entry of quantity

Order General Info.  Onler Details |

[Nomenclature Qiy Ordered  Qiy Revd Cost
_- J100] __h
e lmﬂ& sn\
~ Enter the quantity of items for the particular order.
Add Delete
Momenclature =]

[Magazine AssyM-16 15 RD
[Magazine Cart 9MM Tl
[Mask M1741 MED

< I_>ILI
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Once the order is saved by closing out or selecting “new” for the next order, associated
cost data will be reflected.

NOTE: Cost data will only be reflected if unit price data has been loaded in the
Nomenclature function.

3.7.4 Removing Backorder

Click the ‘& icon in the lower toolbar when in the Orders screen to remove the
highlighted backorder.

After clicking the Delete icon, MICAS will ask if you wish to delete

. - | the selected item.
I\:t) e ot sure pou wish b delete the current record?

: A I

Clicking <NO> will terminate the delete operation.

Clicking <YES> will remove the definition from the database.

3.7.5 Updating Order Quantity Received

OrderGioneral Info, | Onder Details |

[Nomenclature Oty Ordered  Qty Rovd Cost
3 J100] _h

[Total Cost: |$uu|R $0.0

As backorder assets are received via Receive or
\Receive Wizard functions, the Qty Rcvd column is
updated to reflect the count of all assets received for
this backorder.
Al | Delete

Nomenclature =]

9 Tape

IMagazine Assy M-16 15 RD

IMagazine Cart 9MM o

[Mask M17A1 MED

« | _r'
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‘ 3.8 Reporting

This section has been moved to the Reports Manual.
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| 3.9

Changing the Toolbar

The Toolbar function allows you to select criteria for the basic MICAS icons. You may
select which icons are in view, where they are located on your desktop or whether or
not they are even visible.

To access the Change Toolbar function, you have two options:

1. Select Window from the MICAS main menu.
2. Select Toolbar.

The following screen will display:

To change the location of
the toolbar, select one of
the areas under the Move

area.

zl
Move...
[F Left " Right &~ Top " Bottom "' Floating | ¥ Show Power Tips
-~ Toolbar Option
-File - items - Shipping/Receiving ——

™ Printer Setup

¥ HandHeld Transfers

¥ Personnel
¥ Locations

¥ Change Password

VN latures

~Admin

¥ System Privileges
¥ System Tables

v Config Options

¥ BC Config Options
¥ Security Options
¥ Lot/DLA Upd Opt
¥ Rollup Export

™ Stock

¥ Manufacturers
¥ Vendors

{72 Kit Confiquration
W Tariff Sizing

W Ship

V Receive

¥ Orders

W Receive Bags

~Wizards:
V' Rew Stock Wizard
¥ Personnel Wizard

-Reports

¥ Predefined
¥ Security Rpts
¥ User Defined

- Physical Invertory ——
¥ Schedule

W Sessions/Readings | |

¥ Comparison

Barcodes-
’VI'F Quality Check

~Inspection
¥ Definition
¥ Inspection Entry

W Security Archive
¥ Sec Archive View

W Kit Wizard ¥ General Purpose
— Archival Inventory

W Archive ¥ Kits

WV Archive View: IV lssue

[ Consumable Issue
v Returns

¥ Transfi
¥ Tech Orders

If you do not desire any icons
to be in view, click <Hide>.
Clicking “<Show> will place
the icons back into view.

L —Adding and removing the
check mark to the left of the
MICAS function will determine
whether or not that particular

icon will he in view

'After making all your
selections click <Done> to
save your settings.

After initial installation, MICAS will have all icons in view and located the top of your

desktop.
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| 3.10 Shipping

To access the Shipment function, you have two options:

' 1 Select Inventory from the MICAS

| main menu. -OR -
! 2 Select Shipping/Receiving from

| the MICAS main menu.

| 3 Select Shipments.

Click the = toolbar icon.

The following screen will display:

(rr—— ~lnix
DESCRIPTION SHIP TO LOCAT]  General Info. | Shipping Log | To Siip |
Dieseription: Statns Bhipped

ternal movernent 057 (B =
fe————— Ship To: [ftermal movement -
] vement. 5

ark For: | J

stl imternal movememnt Tk ID: I

Expected Ship Date: J0- 0000 ||
PASCode: [SA SYSTEM ADMINSTRATOR =
Section: [A1 =1

Loaded Location: |SHIPPING LOADED ON TRUCK =
Shupped Location: |SHIFPING IN-TEANRIT '|

Comments:

Y |
Open | Loaded | Enipped] EPTEN Count: 4

3.10.1 Shipping Screen Layout

3.10.1.1 Shipping Data List Window
The shipping list window reflects all loaded shipments.

| DESCRIPTION | sHIP TO LOCATI

The color status keys located at the bottom of the display are
also buttons that will query your shipments down to the
corresponding status.

Clicking one of these buttons with the LEFT mouse button will
display all shipments of that status.

Clicking one of these buttons with the RIGHT mouse button
will display all shipments NOT of that status.
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3.10.1.2 Shipping General Tab

The General Tab reflects data for the selected shipment. The selected shipment will be

highlighted in dark blue.

The description is
used to identify the
shipment.

General Info. |S]|jmrj_||g]_. 'g_l To s]uPl

v
\ 5! rihipperi

|

Diescription |Le st

Shigi To |i.memal oyement
Mark For |
] —
Fipected Ship Date W‘

PAS Code [SA: BYETEM ADMINSTRATOR
Section |A].l J

Loaded Lacation: [SHIFPING LOADED ON TRUCE vl
Shupped Locatione [SHIPFING IN-TRANSIT 2’

Comunents:

i |

The Ship To location is the final location of the assets
being shipped. This may be an external location (such
as DRMO or TRM) or an internal location (such as
another warehouse on your base).

he Loaded Location is the location that will
be reflected in the Stock and Kit functions for
the assets when you have loaded the asset on

the truck for shipment but before you've
indicated that the truck has left. See section
8.2.14 in the Administrators Manual for
defining additional locations.

| The Shipped Location will only be used by internal
shipments. This is the location that will be reflected in
the Stock and Kit functions for the assets loaded on a
truck when you indicate that the truck has left (i.e., been
shipped). Assets shipped to external locations are
immediately removed from the system when you indicate
the truck has left so this location will never be used for
them. See section 8.2.14 in the Administrators Manual

for defining additional locations.

3.10.1.3 Shipping Log Tab

The Shipping Log tab reflects the date when each task in the shipping process has

begun and who started it.

General Info. Shipping Log |Tn _Shipl

Shipmeni Log
Date By
Entered: PI-MAY-EDDE . |edwards,karen |
Shipped: PLMAYI00Z | [edwards, keren |
Closed:  I0- 0000 I | |
3.10.1.4 To Ship Tab

The Ship To tab is used to indicate what is to be shipped as well as record assets as

they are loaded on the truck.
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The top box contains the list of shipment Lines. These lines
contain the generic list of what assets are to be shipped, each
line containing a different Nomenclature or Kit Type.

o indicate that another Nomenclature or Kit
Type is to be shipped, click the Add Line button.
General Info. | Shipping Log  T¢ Ship

/ou may correct any mistakes made when defining
a shipment line by clicking the Edit Line button.

Stock Canister C-2 =

[stock Decon Kit M-291 =]
[stock Mask MCUZF MED =] ouma : : :
= - y remove any incorrect shipment lines
Stock Glove: Chean 14 Ml SMT: 555 /b(y clicking the Delete Line button. You will not
4] 3 be able to delete a line for which assets have
Add ﬁ | = | Delein Line | already been loaded.
L B0 LD SUROCILD et | _The bottom b tains the list of ts that h. b
e e e e bottom box contains the list of assets that have been
gi ::g C:XL'SMS = g loaded on the truck for the highlighted shipment line.
C-XL-5015 Canister C-2 SATZINZ19200
C-XL-5015 Cadster C-2 SAZZO0ZT191L
C-XL-5015 Canister C-2 SAZZI0Z19221 _
41 | ,’l_l
Load AssetonTruck |  Return Assétwbmeniory |
/ \Any assets mistakenly loaded for shipment may be
You may enter data about the specific assets removed by pressing the return Asset button.
loaded for shipment by pressing the Load Asset
button.
3.10.1.5 Bar Codes That May be Scanned Via Serial Scanning

The following bar codes may be scanned using a serial scanner when in the Shipping
screen (see section 2.7 for the definition of bar code type):

\Bar code Type @ What happens when scanned

Iltem ID Will find the asset in the list of shipped assets

Kit ID Will find the kit in the list of shipped assets.

NSN Will fill in Nomenclature in the list of shipping lines.
DONE Saves as if the <Save> button is clicked.
CANCEL Cancels as if the <Cancel> button is clicked.

NOTE: These bar codes must contain the Data Identifier (DI). If the DI is not included in
the bar code of these labels, the label may be unrecognizable to the serial scanner.

3.10.2 Adding New Shipment

Click the| O icon in the lower toolbar when in the Shipments screen to begin a new
shipment.
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Enter the data about the shipment in the General tab. When done, click the b icon in

the lower toolbar when in the Shipment screen and the shipment will be saved.
3.10.3 Creating a New Shipment Line

The first step after defining the shipment is to indicate which Nomenclatures or Kit
Types are to be shipped. To do this highlight the shipment to be edited in the data list
and select the To Ship tab.

General Indo. | Shipping Log To Ship |

TYPE NOMENCLATURE | KIT TYPE | orvTO %
4] | i)
Add Line | EditLine |  Delete Line
_ INKIT _ DESCRIPTION ITEMID  KITLOCALID Seriall
4l | ]
Load AssetonTruck | Return Assetio Iveniory |

Click <Add Line>. The following screen will appear:

Add Shipment Line I

Type of Asset to Ship
Click Kit to define a Kit Type to ship.

Momenclature | ~| —Click Stock to define a Nomenclature to ship.

——f Stock is selected, you will be allowed to enter

Comments the Nomenclature. If Kit is selected, you will be
allowed to enter the Kit type.

\Enter the quantity of these
Ok | Cancel assets to ship.

When the data has been entered as required, click OK and you will be returned to the
To Ship tab of the Shipments screen. The shipment line just entered will appear in the
top box.

3.10.3.1 Bar Codes That May be Scanned Via Serial Scanning

The following bar codes may be scanned using a serial scanner when in the Add
Shipping Line screen (see section 2.7 for the definition of bar code type):
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\Bar code Type What happens when scanned

2D Stock/Lot Will fill in Nomenclature.

NSN Will fill in Nomenclature.
DONE Saves as if the <Save> button is clicked.
CANCEL Cancels as if the <Cancel> button is clicked.

NOTE: These bar codes must contain the Data Identifier (DI). If the DI is not included in

the bar code of these labels, the label may b

3.10.4 Loading Assets on the Truck

e unrecognizable to the serial scanner.

After the Shipment line has been defined, you will go to the warehouse and physically
get the asset to be shipped. When this is done, you will be physically moving the asset
to either a shipping staging area or placing them directly on a truck.

At this point, you will tell MICAS about this movement. To do this highlight the shipment

to be edited in the data list and select the To

General Tufo. | Shipping Loz To Ship |

Ship tab.

—— Highlight the shipment line for the assets loaded
on the truck.

/Click the Load Asset on Truck button.

| TveE NOMENCLATURE | KIT TYPE | orvros

it [ xic1BAG

1l | 3|

Add Line EditLine |  Deleie Line
N KIT DESCRIPTION | mEMID KITLOCALID Serial}
1] |
Load Asseton Truck setio Inventory |

3.10.4.1 Loading Stock on a Truck

When the <Load Asset on Truck> button is clicked for a Shipment line containing a

Nomenclature, a screen similar to the followi

ng will display:
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Enter Assets to Ship _

For Nomenclature: Canister C-2

Scan liem ID; \

TTEM ID

ITEM STATUS CURRENT LOCATION

LOT NUMBER CONTRACT NUMBER.

AZTO0147151

[Tnserviceshle

Io-1 BaG 5L

STR1E004-088

AZZ0016716]

[Dnserviceshle

I--1 BaG 5L

STSIEN04-06%

AZZ001 74201

[Tnserviceshle

{=-1 BAG 5L

STPIEN04-069

AZZO0174211

[Unserviceshle

1Z-1 BAG 5L

ST21ED04-063

AZZO017TEST

[Tnserviceshls

5 shelf 2 hin 1

STR1E004-068

AZZ00177661

[Trservicasble

I=-1 BAG SL

STRIEN04-069

AZZOD17TE71

[Tnserviceshle

{=-1 BAG 5L

STPIEN04-069

AZZO0257071

Gerviceahls

feowr 5 shelf 2 bin 1

STRIM0O07-051

AZZO0257081

1

Servicedhla

froner 5 shalf 2 bin 1

STRIMO07-051

Ttem [D: |

Lot |

DLA

— |

00- 0000

Ok Caneel |

If you have the assets bar code or if

you know the Item ID of the asset you
T may scan or enter here. When

scanned, the bottom box will be filled.

he list of all non-issued stock matching the
nomenclature for the shipment line will
display. Highlight the line for the asset
being shipped. When highlighted, the
bottom box will be filled.

The data in this box will be pre-

_/filled for the asset either
scanned or highlighted. The
only data you need enter will
be the quantity of assets being
shipped.

When the data has been entered as required, click OK and you will be returned to the
To Ship tab of the Shipments screen. The asset just entered will appear in the bottom

box.

3.10.4.1

.1 Bar Codes That May be Scanned Via Serial Scanning

The following bar codes may be scanned using a serial scanner when Loading Assets
for shipment (see Section 2.7 for the definition of bar code type):

Bar code Type

What happens when scanned

ltem ID Will find the asset in the list of available assets and highlight the row.
2D Stock Will find the asset in the list of available assets and highlight the row.
DONE Saves as if the <Save> button is clicked.

CANCEL Cancels as if the <Cancel> button is clicked.

NOTE: These bar codes must contain the Data Identifier (DI). If the DI is not included in
the bar code of these labels, the label may be unrecognizable to the serial scanner.

3.10.4.2

Loading Kits on a Truck

When the <Load Asset on Truck> button is clicked for a Shipment line containing a Kit

Type, a screen similar to the following will display:
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Enter Assets to Ship -

If you have the kits bar code or if you

Fepii e SLBAC | know the Local ID of the kit you may
Local D [Kit Type Location Kit Status \ scan or enter here. When scanned, the
bottom box will be filled.

C-LG-4337 C-1 BAG -1 BAG SL Unserviceahle 3
C-MD-3949 C.1 BAG C-1 BAG 5L [nserviceahle
C.X5-1000 C-1 BAG C.1 BAG 5L Unserviceable
C-X5-1001 C-1 BAG C-1 BAG SL [nconplete The list of all non-issued kits matching the
C.X5-1003 C.1BAG C-1 BAGSL [Unserviceabl Kit Type for the shipment line will display.
C-X5-1004 C-1 BAG C-1 BAG SL [Unserviceahle Highlight the line for the kit being shipped.
XS 1005 C.1 BAG C.1 BAGSL [Unserviceahle When highlighted, the bottom box will be
C XS 1006 C1BAG C.1 BAGSL [Unserviceable filled.
C-X5-1007 C-1 BAG -1 BAG SL Unserviceahle
C-X5-1008 -1 BAG C-1 BAG SL [Unserviceahle =

Kit 1D ~]

Eod] |

When the data has been entered as required, click OK and you will be returned to the
To Ship tab of the Shipments screen. The kit just entered as well as all assets in that kit
will appear in the bottom box.

3.10.4.2.1  Bar Codes That May be Scanned Via Serial Scanning

The following bar codes may be scanned using a serial scanner when Loading Kits for
shipment (see Section 2.7 for the definition of bar code type):

Bar code Type = What happens when scanned

Kit ID Will find the kit in the list of available kits and highlight the row.
DONE Saves as if the <Save> button is clicked.
CANCEL Cancels as if the <Cancel> button is clicked.

NOTE: These bar codes must contain the Data Identifier (Dl). If the DI is not included in
the bar code of these labels, the label may be unrecognizable to the serial scanner.
3.10.5 Shipping the Truck

After all assets have been loaded for Shipment, you will actually ship them. Normally
this means that the truck has left with the assets. To tell MICAS that the assets have

left, highlight the shipment in the data window and click the = icon in the lower toolbar.

3.10.5.1 Shipping Incomplete Shipments

The first thing MICAS does when shipping is check to assure that the shipment is
complete. If it is not complete you will receive the following message:
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shipping_ |

I:{P) Mot all assets requested were shipped! Ars you sure yau want to ship this shipment?

I

To indicate the assets are shipped click <Yes> and the following message will appear:

shpping Z
l\‘.’r) Do you wiank ko apen & el shipmerit request for thase assets not shipped?
o

Click <Yes> to have MICAS automatically create a new shipment record with those
assets missing from this shipment. Click <No> and no new shipment will be created.

You can indicate for each Ship To/Receive From Location whether or not an 1149
shipping document is to print when shipped. If you are shipping assets to a location for
which an 1149 is to print, it will now be printed.

3.10.5.2 Shipping Complete Shipments

The first thing MICAS does when shipping is check to assure that the shipment is
complete. If it is complete you will receive the following message:

shipping__________ |
f\‘.") Are you sure ol wank £o ship this shipment?
.

To indicate the asset are shipped click <Yes>.

You can indicate for each Ship To/Receive From Location whether or not an 1149
shipping document is to print when shipped. If you are shipping assets to a location for
which an 1149 is to print, it will now be printed.

3.10.6 Receiving the Truck

For internal shipments, MICAS is expecting the shipment to be received. Internal
shipments are those shipments in which the assets never leave MICAS control (such as
shipping assets from one of your warehouses to another).

After the assets arrive at their destination, you will unload them. To tell MICAS that the

assets arrived, highlight the shipment in the data window and click the S icon in the
lower toolbar. A screen similar to the following will display:
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Enter Receipt '
|Inuiﬁm\ Oty Receivd | Description Ttem ID Kit Local ID o )
= TribAc Fo-1000 AI_I Sto_ck and Kl_ts mcl_uded in
7 1 Cartster C.2 FAZZO016716] MSTSIE! this shipment will be listed.
T 1 Canister C-2 FAZZO0167151 MSTA1E|
- ister C-2 EAZZO0174911 RASTAIE)
- 1 Canister C-2 ATEO017766] BSTI1E!
= 1 Canister C-2 FAZZ00177671 Xm
—— For each asset, indicate the location in
which it is being placed.
When a location is entered, all entries
in the list below the location entered
will also be updated with this new
location.
« | |
0Ok | Cancel |

When the locations have all been entered, click <OK>. The following message will
appear:

Shipment Receipt x|
“\?) Are you ready to Update the system with this receipt?
o |

Click <Yes> and the receipt will be complete.
3.10.7 Print Options

While in the Shipment screen, click the & icon in the lower toolbar to display print
options.

i

Print 1149 for Selected Shipment |

Print 2D Barcode for Highlighted Ship:
P i dii i | You can print an 1149 shipping document, a 2D shipment bar

Print selection | | ;l code label or a variety of shipping reports.
Cancel |

3.10.8 Printing 2D Shipment Label

Highlight the shipment for which the label is to be produced. Click the @ icon in the
lower toolbar. When this is done, PDF417 label(s) will be produced. One set will be
produced for all stock shipped. Another set will be produced for each kit shipped.
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NOTE: You must have specified which printer is to print these labels in the Bar Code
Configuration Options (see Sections 2.1.2.2 Fixed Format Labels tab and 2.1.2.5
Specifications tab in the Administrators Manual).

NOTE: The following table lists known printer requirements to print PDF417 2D bar
codes:

Printer Type Requirements

Intermec 3400A PDF417 2D labels NOT SUPPORTED

Intermec 3400B Firmware version 2.0 or higher

Intermec 4100A PDF417 2D labels NOT SUPPORTED

Intermec 4100B Expanded memory version firmware 2.7 or later
and expanded RAM in the unit

Zebra Z4000 No know requirements, all printers work

Zebra Z4M No know requirements, all printers work

3.10.9 Producing the Electronic Manifest

After the truck has been shipped (see Section 3.10.5 in this manual) an electronic
manifest may be produced.

To produce an Electronic Manifest, highlight the shipment in the data window and click
the ‘Ek icon in the lower toolbar. The Electronic Manifest screen will display.

(ErrrrrrE— 1!
| —The folder in which the Electronic
Elactronic Manifost Folder: |Eoumicas\Hectronic Manifest —/E—/ Manifest file will be placed

defaults but may be changed.
File Hame: |shipment 01 - 20021208 \

Cancel | ——The default filename of the
Electronic Manifest will display
but may be changed.

When you have entered the folder and filename, click = 2% | The Electronic Manifest
will be created. When done the following message will display.

Electronic Manifest Creation x|

-
1 ) Electronic Manifest creation is complete

3.10.10 Loading the Electronic Manifest
To access the Receive Electronic Manifest, you have two options:

' 1 Select Inventory from the MICAS

| main menu. y -OR- " Click the Z toolbar icon.
2 Select Shipping/Receiving from

the MICAS main menu.
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3 Select Receive Electronic
Manifest.

The following screen will display:

[ Recove Hectronic Manfest .
etelv Hectronic Manifest =1olx] I The default folder for
fianit File: Selattog Electronic Manifests -
may be changed.
Elecironic Manifest Folder: |c:\micas\ﬂecimnic Manifsstc. Browse
Files Available From Base
shipment 01 - 20021208.em [Test Base Name It
fiest - 2002111dem Mest Base Name
fiest - 20021124.em. Mest Base Name
fiest - 20021126.em Test Basedé The Electronic Manifest files
fiesthundle - 20021127 - Z.em Mest Base Name stored in the folder will display.
fiesthundle - 20021127 £.em [Test Base Name
fiestbundle - 20021127.em Mest Base Name
fiest ship - 20021121#2.em Test Base Name
est shipment - 20021108.em [Test Base Name Lo
est shipment - 20021112.em. [Test Base Name
R o
Next= Cancel |

Highlight the folder containing the Electronic Manifest to be loaded. Click L MNetr |

The Electronic Manifest consists of two parts. The first part contains the configuration of
any kits included in the Manifest. The second part contains data about the actual assets
shipped (both Kits and Stock).

This next screen will only be visible if the first part of the manifest contains a
configuration not already defined in your system and if this configuration references an

Equipment Type not defined in your system.
/The list of Equipment types not
defined in your system will

display.

" Receive Electronic Manifest

Equipment Type Errars |

Before proceeding you must choose one of

The following mtcnmmsmmmizm xpmm ting the Electronic two thlngs to do:
C‘“‘é Heve | Equipmient Type Beceived Use Equipment TYP‘-’ L — 1. If you have this Equipment Type defined
ralsmip ] in your system but it's called something
else, you can select that Equipment Type
for Use Equipment Type. Doing this
replaces the name provided in the
Electronic Manifest with the name of your
Equipment Type. This option does not
change any setup in your system.
~_ .
2. If you have not yet defined this
Equipment Type in your system, you can
select to have it added now. If this is
what you want to do, click on the Create
- New? option.
<Back ext= Cancel
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Click ___MNext= |

If you selected to create new Equipment Types, a message similar to the following will
display.

Create New Equipment Type Il i‘

You've spedified that 1 Equipment Types) are to be created, They must be created now befare proceeding, Are
. YOU SUFe You wank to create them at this tme?

Hes I Mo |

Click =

This next screen will only be visible if the first part of the manifest contains a
configuration not already defined in your system and if this configuration references a
Nomenclature not defined in your system.

he list of NSNs not defined in
your system will display.

" Receive Electronic Manifest L

Momenclature Enars | .
Before proceeding you must choose one of

The followine Hat coniains. N [in the sysiem generating ihe Flacironic i :

s o L g two things to do:

Create Hew? TR \ Use Homenclsbive 1 Equpment Type 1. If you have this NSN defined in your
[ |lzzzemaa: = = system but with a different number, you
= 111-11-122-2222 = b can select that Nomenclature for Use

Nomenclature. Doing this replaces the
NSN provided in the Electronic Manifest
with the NSN of your Nomenclature. This
option does not change any setup in your
system.

If you have not yet defined this NSN in
your system, you can select to have it

<] | i added now. If this is what you want to do,
click on the Create New? option. When
- you do this, you will also need to scroll
<Hegk Nextz | _ Camest | the screen and select the Equipment

Type, Nomenclature, and Manufacturer
for this new entry.

Click . MNext= |

If you selected to create new Nomenclatures, a message similar to the following will
display.

Create New Nemenclature 0 il %]

] You've specified that 2 Nomanclaturas(s) are to be created. They must be created now before proceeding, Areyou
. sure You want Eo creabe them at this time?

Yes I No |

Click Y=

Mobility Inventory Control and Accountability System (MICAS) PC Functions 122



MICAS 2.3 User Manual PC Functions

This next screen will only be visible if the first part of the manifest contains a
configuration not already defined in your system and if this configuration references a
Kit not defined in your system.

he list of Kits not defined in your
system will display.
Kit Efrats | )
: Before proceeding you must choose one of

The following list contains Kits used in the system genera: cirondc Manifest hut not two things to do:

defined in this
Cauata Haw? Kit Received e Kit 1. If you have this Kit defined in your
I': “‘“b_ . = —T1 system but with a different name, you
i = can select that Kit for Use Kit. Doing this
F :::E‘;\ f replaces the provided in the Electronic

Manifest with the name of your Kit. This
option does not change any setup in your
system.

I~ 2. If you have not yet defined this Kit in your
system, you can select to have it added
now. If this is what you want to do, click
on the Create New? option.

<Back MNext> Cancel

Click ___Mest= |

If you selected to create new Kits, a message similar to the following will display.

Create New Kit Configurations i‘

You've specified that 4 kit corfiguration(s) are ta be created, They must be created now before proceeding, Are
. Yol sure yau want bo create them at this Hme?

Hes Mo |

Click _*=

The next screen contains the second part of the manifest. This screen contains the
details about all assets included in the shipment.
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i Receive Electronic Manifest 1ol x|

Local 1D Update
| _— Allassets contained in the

Load as Local ID LR Section Location . Descript = — Electronic Manifest will display.
) Cantsier €2 This includes each kit and all
- 2 ter C-2 assets in each kit.

Canister C-2

o)

Canister C-2

Canigter C-2
KIT-C-1BAG
Canister C-2

C-008

Canister C-2

Canister C-2

[ K M K

[ N [ TR
R I O (R

Canigter C-2

. . o

NOTE: Load as Local ID" is only required for Kits. Also, no endry will he allowed for 'PAS Cade®
'Section’, and Location® for assets ina kit

<Back Mext= Cancel |

The PAS Code, Section, and Location must be entered for each asset. When entered,
the following message will appear:

=
“?*) Walld youi llks ko rapeat this change For the temaining rows whets this calumn s empty?
‘fes I Mo |

Click ™| and the change will only apply to the current row. Click __*___ to copy

the entered data to the remaining rows. After clicking "5 the following message
will appear:

Duplicate Data |
:;t) When copying the entry, should the value Input be copied only for like items?
Yes: I Mo |

Click __* _ and the change will be made to only those items listed that match the
current row. Click __ | and the change will be made to all rows regardless of asset
type.

NOTE: The data entered for a kit will be copied to the row for each asset in that kit and
may not be changed.

Local ID is required for each kit received. It is not required for Stock but may be entered.

When all data has been entered, click o Mest> |
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(5 x]
hanifest Load

The load process will begm after the Finish button is pressed. Tlus process will
update your database with the data just enteredreviewed.

<Back | Finish Cancel

Click __Fimsh | and the Electronic Manifest will be loaded. When done, the following
message will appear:

Receipt Complete x|

a, = ro
1 ) Receipt of Electronic Manifest s complste,

Click = o« |and the Electronic Manifest Import Error report will display.
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-lol x|
|& &l =) W o 1 oft Yoy o || SR A |"Ciystal oge
Ptegv}é_w|

Electronlc Manlifest Im port Results Fage 1of 1

micns

Meszags tem 2aL Error

0 Enmor o1 Wankge

Review this error report and if need be print the report by clicking . When finished,

click _Pome |,
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] 3.11 Physical Inventory

The Physical Inventory process is divided into three processes. First you define the type
of Physical Inventory to be done (such as the need to inventory a specific Kit). Next you
actually do the inventory. Finally you compare the results from actually counting the
assets to the counts recorded in MICAS.

The Inventory Sessions and Readings function is used to complete the first two of these
processes. The Inventory Comparisons function is used to complete the third.

3.11.1 Inventory Sessions and Readings
To access the Inventory Sessions function, you have two options:

1 Select Inventory from the MICAS

main menu. -OR -
| 2 Select Physical Inventory from the

MICAS main menu.

' 3 Select Inventory

Sessions and Readings.

Click the & toolbar icon.

The following screen will display:

i
| Session Narie Schedule Genmeral Info. | Session Log | Ticatons i Readings |

Location Inveniory ON DEMAND Schedule [0 DEMAND || tatus:[Ppen, HOT Stated ||

Hame: [LocationInventory
Brealdown Kit(g)?™ _
Tt Themn D7 _

Defaulf Status w

&

4|
Open | Staried | JEEPEEM Coun: 1
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311141 Inventory Session and Readings Screen Layout

3.11.1.1.1  Inventory Session and Readings Data List Window

The data window reflects all entered sessions.

[ ‘Session Name | Schedule
| \

The color status keys located at the bottom of the display are
also buttons that will query your sessions down to the
corresponding status.

Clicking one of these buttons with the LEFT mouse button will
display all shipments of that status.

Clicking one of these buttons with the RIGHT mouse button
will display all shipments NOT of that status.

3.11.1.11 Session General Tab

The General Tab reflects data for the selected inventory session. The selected session
will be highlighted in dark blue.

The schedule for this inventory will be

defined (see section. 8.2.16 in the Each inventory needs to be named but this name can be
Administrators manual). anything that clearly identifies to you the inventory being
done.
Stnetaliutey |S“-Si‘"‘1‘§f| Locations | Readings | When doing an inventory you can indicate
\ whether or not you are to breakdown kits. When
Sehedule: [0 DEMAND me HOT Started | /ées you will be required to scan or enter data

about all assets in the kit. When No, simply
recording the kit as inventoried will be sufficient.

Narme: Eocation Ifrventory '
PAS Code: |34 SYSTEM ADMINSTI ~ 4

Section: [AL ___—] | When doing an inventory, you can indicate whether or not the
- " Iltem IDs are to be used. When Yes, you will use the MICAS
Sl - Item/Kit IDs when physically counting. When No, you will use
Tnpat T IO%: the NSN, Lot, Contract data to identify the assets.
0. 0000
Eametietntath | To make data entry easier for those doing the count, you
Diefault Status: indicate the default status of items read. When entering
e _1 Ter Do the reading data, this status will default but may be
- changed.

3.11.1.1.1.1  Full for Location(s)Type

When you are defining a full inventory for one or more locations, no other data will be
required on the General info tab than the normal data mentioned above.

3.11.1.1.1.2 CMBCC Sample
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When you are defining a Sample Inventory, you will be asked for specifics about that
sample.

Schedule: pN DEMAND I Status_ppen, NOT Started I

Hatme: ILDCﬂtmn Irrrentorny I

PAS Code: [BA, BVBETEM ADMIET] vl
Breakdown Kit(s)?: _
Tinpat Theam IOV
Expected Btart:

Default Status:
Type: ile )
The sample percentage is the percentage of

Momenclature: -

inventory to be sampled. For example: if you
Sample Percentage: Ij/ intend to do a 10% inventory of canisters, you

Aceeptable Error Pet: E\ would put 10 here.

For Sample inventories, the system automatically calculates the locations needing to be inventoried.
These locations are determined based on the sample percentage. Let's say you want to inventory 10%
of your Canisters. You have 50,000 canisters in inventory. Doing a 10% inventory of 50,000 canisters
requires that you count 5,000. MICAS determines which locations should be inventoried so that you
have counted at least 5,000 canisters. l.e., you may inventory only 3 out of 20 locations if those 3
locations together contain 5,000 canisters. The Acceptable Error Pct is the percentage that you may
be off when comparing the physical counts you've taken to the quantity in MICAS. For example: if you
enter 5% here, your readings compared to your MICAS quantities can be 95% correct (or better).

he nomenclature for the sample will be
selected.

3.11.1.1.1.2  Kit
When you are defining a Kit Inventory, you will be asked for the kit to be inventoried.

Sehedule: pN DEMAND I Status ppen, MOT Started I

Wame: [Location Inventory
PAS Code:
Breakdown Kit(2)?:
Input [tem ID7:
Expected Start:
Drefault Status:

ale Kit

he kit to be inventoried will be selected.

3.11.1.1.2 Session Log Tab

The Session Log tab reflects the date when each task in the inventory process has
begun and who started it.
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GeneralTnfo. SessionLog | Locations | Readings |

Inventory Sesston Log

Date By
Open: F&MAYEEIEIZUP:E:EI i |edwaxds,karen !

tart: 00- <0000 00:00.00 |

Close: pn. 0000 400000 i | I

3.11.1.1.3  Locations tab

The Locations tab is used to define which locations are to be inventoried.

For Kit inventories, no entry is allowed because the system automatically determines
the location in which the kit to be inventoried is stored.

For Sample inventories, no entry is allowed because the system automatically
calculates the locations needing to be inventoried. These locations are determined
based on the sample percentage. Let’s say you want to inventory 10% of your
Canisters. You have 50,000 canisters in inventory. Doing a 10% inventory of 50,000
canisters requires that you count 5,000. Behind the scenes MICAS sequences the
locations that contain these canisters in Date of Last Inventory (DOLI) order. MICAS
then steps through each location from oldest date to most current, counting the quantity
of assets in these locations. Each location reviewed is added to this list. Once the 5,000
assets has been counted the process stops, therefore only including in this list enough
locations to give you 5,000 assets.

Full inventories are the only ones in which you will have the capability to define which
locations are to be reviewed. A full inventory does not indicate that you need to
inventory your entire warehouse, just that you must fully inventory all assets at the
locations specified.
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The top box contains the list of locations to be inventoried.
For Sample and Kit inventories these locations are
automatically determined and changes may be made

General . | SossionLog Lofations | Readings |

Locations far this Ses

Location Typ
[Warehouse Location

_aa | Deloe | —

Reset Sample I

To indicate that another Location is to be
included in the inventory, click Add.

NOTE: This is only available for Full
inventories.

ou may remove any Locations you do not
want to include in the inventory.

NOTE: This is only available for Full
inventories.

For Sample inventories MICAS automatically determines

Available Locations

which locations are to be included. If movement of
assets has occurred since this inventory session was

LEVELL LEVEL2 LEVEL3 LEVELA TocabonTypes defined, you may need to update the location list with the
CISABAC Warehouse Locatior latest data. This button allows you to refresh the location
(ABACSL Warchouse Locatior list for Sample inventories.

A -MEE Wrarehouge Locatior
F'BAG AL Frarhinise Toeatiny oJ]— The bottom box contains the list of those locations not
included in the inventory.

3.11.1.1.4 Readings tab

The Reading tab is used to record the counts done during the physical inventory.

Gemral]:i.ﬁ_:.l Session Liog | Locations  Readings |

Location | Quantity  Reading Type | PaxentXit Kit

I

row § shelf2 hin 1 1[Stock [ SAZEN

3.11.1.1.4.1 Adding Readings

he list of readings (or counts) already
recorded will display.

0 add a new reading, press the Add
button.

o edit an existing reading, highlight the
reading to edit and press the Edit button.

o remove an existing reading, highlight
the reading to delete and press the
delete button.

Clicking the <Add Reading> button from the Readings tab will generate a screen similar

to the following:
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Record Inventory Readings

/The list of readings (or counts) already
recorded will display.

Quantity  Paremt Kit [

/lndicate the type of asset being counted.

NOTE: Sample inventories are for a specific
nomenclature and therefore this is known to be stock.
Type of Readj.rx g A
® Stock O Kt
Location:[ =] ReadDate [EMAVI002 133650 ] | __—The data about the reading will be
Status Read By |edward_$,k./arw,l./ I captured.
8 —

Depending on the response to the Input Item ID question found on the General Info tab
you will see one of the following screens:

Type of Reading
€ ock Kt Input Item ID Type of Reading
N | ; NO Stock
= you will not be inputting the Item
EO. BlatUE ID, some other way to identify assets is
DOE ay [ required. This is why we use NSN, Lot,
et Read Date: Contract, etc.
Type of Reading .
Gsinn paey In\;()llzlts Item ID Typset of kReadmg
ocl
LD::m l: Y Because you will be inputting the Item ID,
i = the only thing necessary for identifying the
Stakus Heaik By asset is capturing the Item 1D
 —
Type of Reading .
gk ®H Input Item ID Type of Reading
WA “
= Whenever you indicate the Type of Reading
Btatus is for a kit, the kit Local 1D will be captured.
Resd Diote: [E-MAY-2002 124319

After entry, click _o | The entry will be saved and displayed in the top part of the
screen. Continue entering results until complete. When done, click Q;“"l
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NOTE: When entering readings for a kit, always record the kit reading first. When this is
done, you will be asked to record the contents of the kit at that time.

3.11.1.2 Adding New Inventory Session

Click the| O icon in the lower toolbar when in the Inventory Session screen to begin a
new session.

Enter the data about the session in the General tab. When done, click the = icon in
the lower toolbar when in the kit screen and the kit will be saved.

3.11.1.3 Adding Locations to the Session

If you are defining a Sample or a Kit inventory, the locations will have been determined
automatically for you my MICAS and therefore no entry will be allowed at this time.

When defining a Full Inventory, the first step after defining the inventory session is to
indicate which Locations are to be inventoried. To do this highlight the session to be
edited in the data list and select the Locations tab.

Gemar:alh'ml.l Session Log Lecations |Rg'=djngs|

Local

LEVFL2 LEVEL} LEVEL4 Laocation Typ
ow & phelf2 bin 1 | [Warehouse Location
Add Delete: Reset Sanple |
LEVELA Location Typ: &
TIBABAG Warehouse Locatior
A-BAG SL Warehouse Locatior
1A-DET Warehouse Locatior
B-BAG 5L Warehouse Intaﬁnr-J
-

Highlight the locations to be included and click <Add> <. The locations will be moved
from the bottom box to the top.

3.11.1.3.1  Bar Codes That May be Scanned Via Serial Scanning

The following bar codes may be scanned using a serial scanner from the Locations tab
of the Inventory Sessions screen (see Section 2.7 for the definition of bar code type):

Bar code Type = What happens when scanned

Location ID Highlights the Locations scanned (regardless of the box the location is in).

NOTE: These bar codes must contain the Data Identifier (Dl). If the DI is not included in
the bar code of these labels, the label may be unrecognizable to the serial scanner.
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31114 Physically Count your Assets

This step is done out in your warehouse. You will go to the locations containing these
assets and count the quantities of these assets.

3.11.1.5 Record the Inventory Readings

After counting the assets MICAS needs to be told the quantities you've counted. To do
this highlight the session whose readings were taken and select the Readings tab.

Record Inventory Readings 0 i
o e e

Reading T Kit Hem ID

Tvpe af Reading
© Stock O Kit

Logation E Read Date: [l6-MAV-2002 133659 |

Htatus, Read By, |edwards, karen, | '
L —

RS

This screen will vary in appearance depending on the type of inventory being
performed. Entry will be done into a screen similar to the one shown above for sessions
where the ID is captured. Entry will be done into a screen similar to the one shown
below for sessions where the ID is not captured.

Type of Reading
@ Stock O Kit

Contract I: Location

DOk ED- -0000 | Status
OOE o000 | o[ ]

et 1 Read Diste: [15-JUN-2003 08:4628 )
S

Record the readings taken during the physical inventory count. The next step will be to
compare the readings taken with the quantities recorded in MICAS. See Section 3.11.2
in this manual for directions.

3.11.1.5.1  Bar Codes That May be Scanned Via Serial Scanning

The following bar codes may be scanned using a serial scanner from the Inventory
Readings Entry screen (see Section 2.7 for the definition of bar code type):
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Bar code Type

What happens when scanned

Iltem ID If the type of reading is Stock, fills in the Item ID field with the value scanned.

Kit ID If the type of reading is Kit, fills in the Kit ID field with the value scanned.

NSN If the Inventory Session has been defined as one where IDs are not entered, fills in the NSN with the
value scanned.

Lot If the Inventory Session has been defined as one where IDs are not entered, fills in the Lot with the
value scanned.

Contract If the Inventory Session has been defined as one where IDs are not entered, fills in the Contract with
the value scanned.

Serial If the Inventory Session has been defined as one where IDs are not entered, fills in the Serial with the

value scanned.

2D Stock/Lot

If the Inventory Session has been defined as one where IDs are not entered, fills in the NSN, Lot,
Contract and DOM with the value scanned.

OK

Saves as if the <OK> button is clicked.

DONE

Exits as if the <Done> button is clicked.

NOTE: These bar codes must contain the Data Identifier (DI). If the DI is not included in

the bar code of these labels, the label may be unrecognizable to the serial scanner.
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3.11.2 Inventory Comparison
To access the Inventory Comparison function, you have two options:

1 Select Inventory from the MICAS

main menu. -OR -
2 Select Physical Inventory from the

MICAS main menu.
3 Select Compare DB/Readings.

Click the toolbar icon.

A screen similar to the following will display:
= loj x|

Bession Name: Type of veniory Brealdown Kiis? 0
\ bo. 00
[Location Inveniory CMBCC Sample Mo 06-MAY-201
jlest [Full for lecation(s) Mo 06-MAY-201
(it Single Kit Yes 06-MAY-201
< | i
Ahove ate listed the sessions that are open and have had teadings done (1.8, started).
Highlight the session whose readings are to be compared
et I

Highlight the inventory session whose readings are complete and you wish to compare
to the database quantities.

Click ___Nestz |

The comparison will be done. This process could take a few minutes for large
inventories.

The remaining screens and error messages depend on the type of inventory being
done. Skip to the appropriate section depending on the inventory you are doing.

3.11.21 Comparing Full Inventory
When the comparison is done, a screen similar to the following will display.
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c ~ipix
Bession: Location Inventory
he quantity of assets
P : Complete h .
excentage Comp | //-Ir;acorded in MICAS as at this
Location DB Count Read Count %% Qmﬂarf/ location is calculated.
| | — — 1

5 shelf 2 bin 1 | —l 826 9'_\

T The percentage of Read
Count to DB Count is
calculated.

\The quantity of assets

recorded in MICAS as
counted (or read) during this
inventory will be summed.

<Back | Mext> | Cancel

One line for each location included in the inventory will display. If the % Complete
column contains 100%, the line will be shown in black text on white background. If the
% Complete is not 100%, the line will be in white text on red background. These
numbers are included here for information only.

Click M= |
@ Physical Inventory Comparison _ o = |g|5|
Session: full
Comparison | — The detailed quantity of
l | assets recorded in MICAS
ReadQty DB Qty | Location i Kit as counted (or read) during
| this inventory for this asset
"’1[ 1 row 5 shelf 2 hin 1 -~ will be shown.
' powSheti2binl | [ |
. Loy & chelf 2hin | [
33 33row 5 shelf 2 hin 1
7 7 vow 5 shelf 2 hin 1
— | The detailed quantity of assets
| thowSsheli2binl [ | [ —ecorded in MICAS will be
1 1row 5 shelf 2 bin 1 shown.
(—
4] | b
_ Oantities for those assets shown i red do not match, //dTO print a report listing the
Ifjran chnnse to oontinue and close this session, the database will be changad to match {5 differences found between the
abtained fom the readi quantities recorded in MICAS
TS and the readings taken, click
Print Differenc | It | Cancal the <Print Differences> button.

One line for each asset included in the inventory will display. If the Read Qty exactly
matches the DB Qty, the line will be shown in black text on white background. If these
columns do not exactly match, the line will be in white text on red background.
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This list contains the results of the comparison. It is important that you review these
quantities before proceeding to assure they are correct.

Click __ Mest= |

Completing a Full inventory is telling MICAS to update the database replacing the
quantities stored with the quantities recorded when taking the readings. The following
screen will display:

.‘Physical Inventory Comparison = IEIIEI

“Gessiore full
Finish Full Inventory |

Full lhvesdory requites that you scan of enter information about all assets in the location(s) specified.
(L8, take feadings). Cince done, the quantites read are uged ta comect the datahaze

This cotraction is accomplished by replacing all quantites in the database with those quanties
obtained from the readings:

The fallowitg will be done when you press the FINISH button:
1. The database will be updated to match the quantites recorded dunmg the inventory readings.

2. The database will be updated by setting the Date of Last Inventory (DOLT) for all ascats read.

When finished, a teprt will print containing any ereors

<Back | FE ]

To complete the inventory therefore updating the database quantities click _ Finish |

3.11.2.2 Completing Sample Inventory
When the comparison is done, a screen similar to the following will display.
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c ~ipix
Bession: Location Inventory
he quantity of assets
P : Complete h .
excentage Comp | //-Ir;acorded in MICAS as at this
Location DB Count Read Count %% Qmﬂarf/ location is calculated.
| | — — 1

5 shelf 2 bin 1 | —l 826 9'_\

T The percentage of Read
Count to DB Count is
calculated.

\The quantity of assets

recorded in MICAS as
counted (or read) during this
inventory will be summed.

<Back | Mext> | Cancel

One line for each location included in the inventory will display. If the % Complete
column contains 100%, the line will be shown in black text on white background. If the
% Complete is not 100%, the line will be in white text on red background. These
numbers are included here for information only.

Click M= |
@ Physical Inventory Comparison _ o = |g|5|
Session: full
Comparison | — The detailed quantity of
l | assets recorded in MICAS
ReadQty DB Qty | Location i Kit as counted (or read) during
| this inventory for this asset
"’1[ 1 vow 5 shelf 2 bin 1 - will be shown.
' ow Sehetf2binl | [ |
' 1oy & shelf 2hin 1 [ — i ————
a3 33 row 5 shelf 2 hin 1
Ei 7 row 5 shelf 2 bin 1
— | The detailed quantity of assets
| UowSehelzbinl [ | | —recorded in MICAS will be
1 1row 5 shelf 2 bin 1 shown.
(e
4] | b
_ Ouantities for those assets shown inred do not match, //dTO print a report listing the
Ifjran chnnse to oontinue and close this session, the database will be changad to match {5 differences found between the
abtained fom the readi quantities recorded in MICAS
TS and the readings taken, click
Print Differenc | Nast> | Cancel the Print Differences button.

One line for each asset included in the inventory will display. If the Read Qty exactly
matches the DB Qty, the line will be shown in black text on white background. If these
columns do not exactly match, the line will be in white text on red background.
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This list contains the results of the comparison. It is important that you review these
quantities before proceeding to assure they are correct.

Click __ Mest= |

The Sample inventory requires that the percentage complete be the greater than or
equal to the Accuracy Error Pct defined for the Session subtracted from 100. For
example, if you indicated the Accuracy Error Pct for the Session was 5%, the complete
percentage must be 95% or more.

If all percentages are not within this range of percentages, the inventory cannot be
completed and the following message will appear:

Sample Errors x|
{ i Sampls errots are higher than'acc_n_aptahIeJ cannot finish!. ¥ou hawve several choices: Corract the reading quantities,
Cotrect the database quantities; Change the acceptable etror percentage :

Click to exit this process. To stop this error from appearing so you can complete
the inventory, there are several things you can do:

1. Verify and correct any readings recorded incorrectly.
2. Verify and correct any incorrect entries in MICAS.

If both MICAS and the readings taken during inventory are correct but you still want to
update the inventory you can adjust the Accuracy Error Pct for the session to allow for a
large error percentage.

When the error message has been resolved, the following screen will appear:
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Bession: Location Inventory
Finish Sample brveniory |
When you defined the session for this sample, you indicated 3 important things: 1 - the namericlabure

being sampled 2 - the parcentage of assets to he inventotizd in this sample 5 - and the accentable errar
tate for this sample,

The system calculated for you the size of the sample It also picked the bulk storage location(s) containing
asgete of this type that when inventotied would contan the number of assets to meet your sample size.
The wiventory readings done for the choosen locations(s) are within the acceplabls erfor rate for the
satnple, 5o the system may be updated. '

The following will be done when you press the FINISH button

1. The Date of Last Inventory (DL will he set for all stack under your contral matching the sample
nomenclature.
2. The Date of Last Invendory (DOLT) will he set for all locations included i this sample

NOTE: Noguantites-inthe databass will e affected

<Back Finish Rl

=13l

This screen spells out all updates that will be done.

NOTE: Inventory quantities are NOT updated for Sample inventories, the only update

done is setting the DOLI.

To complete the inventory click ___Fiuisi__|

3.11.2.3 Completing Kit Inventory

When the comparison is done, a screen similar to the following will display.

@ Physical Inventory Comparison | = IQIEI
Session full
Comparison | I
Read Qiy DBQiy | Location ; Kit
1 row & shelf 2 hin 1 =

wss].eunm.l _

33 row 5 shelf 2hin 1

Trow 5 shelf 2 hin 1
__E\
- row 5 shelf 2 hin 1

1 row 5 shelf 2 hin 1
::—
J o

Cuantities for those assets showninred do not mateh,
If you choose to continue and close this sessiof, the. datahase will be changed to
abtained fom the real

Print Differenc Mext=> Cancal

| — The detailed quantity of
assets recorded in MICAS
as counted (or read) during
this inventory for this asset
will be shown.

The detailed quantity of assets
ecorded in MICAS will be
shown.

| o print a report listing the
differences found between the
quantities recorded in MICAS
and the readings taken, click
the <Print Differences> button.
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One line for each asset included in the inventory will display. If the Read Qty exactly
matches the DB Qty, the line will be shown in black text on white background. If these
columns do not exactly match, the line will be in white text on red background.

This list contains the results of the comparison. It is important that you review these
quantities before proceeding to assure they are correct.

Click ___Nest= |

Completing a Kit inventory is telling MICAS to update the database adding or removing
assets to match those recorded during the readings. The following screen will display:

.‘Physical Inventory Comparison = IEIIEI

Session: kit
Finish Kit Iventory |

Kit Inventory requires that you-scan or enter information sbout all assets m the lat specified (1, take
teadings). Once done, the quantites read are used to correct the database.

This cotrection is acconiplished by replacing all guantites in the database with those guantities
obtaingd from the readings

The following will be done when you press the FINISH button

1. The it will be updated to show only those-assets read as part of that lat.

2. Assetsno longer i the kat will be removed:

3. Assetsnotin the database will be created and placed in'the kit
4. The databags will be updated by setting the Date of Last Inventory (DOLL) for all assets read.

=Back Finish

To complete the inventory therefore updating the database click ___Fiish |
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\ 3.12 Bar codes

3.12.1 Bar Code Quality Check

The bar code quality check function allows you to scan a bar code and determine if it is
readable.

To access the Bar code Quality Check function, you have two options:

1

2

3

Select Inventory from the MICAS

main menu.

Select Bar Codes from the MICAS

Inventory.

Select Bar Code Quality Check.

-OR -

Click the Iy toolbar icon.

A screen similar to the following will display:

.‘ Barcode Quality check I

Scan Barrcode: | ‘

Scan Result:

1D Barcode Type 2D Barcode Type

" Personmnel " Locati set
" Stock ID Kit

T NSN " Personnel

O EitID " Stock/Lot

" Luocation " Shipping Kit

" General Purpose L’ SW

ol

/Select the type of bar
code to be scanned.

or 1D bar codes, make sure the cursor is
in this field before scanning. For 2D bar
codes, the cursor can be anywhere on the
screen.

The results of the scan will display.

NOTE: For 1D labels, the contents will be validated when scanned. For 2D labels, this
function will check to assure that you have scanned the correct label type and that the
label is readable but the contents will NOT be validated.

3.12.2 Produce General Purpose Label

This function allows you to produce a 1D label containing any text you choose.

To access the Produce General Purpose Label function, you have two options:

Select Inventory from the MICAS

main menu.

Inventory.

2 Select Bar Codes from the MICAS

-OR -

Click the Ml toolbar icon.
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3 Select General Purpose Label
Check.

A screen similar to the following will display:

i Produce General Purpose Label = ! m} ﬂ

Barcode: l——/
Texi: |—

—_— .
————=Enter the text that is to be human readable

on the label.
Print Barcode

| —Fnterthe text that is to be bar coded.

When the Bar code and Text have been entered, click BrimBaroe | ] the label will be
produced.
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